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:2‘ FOREWORD

This collection of organization charts and statements of responsibilities of

division and department chairmen in Califoraia junior colleges was prepared as back-

ground material for use at the California Junior College Association Annual Improve-
ment of Instruction Conferences.

The 1966 conferences -~ Southern Conference, November 3, 1966, E1 Camino College;
Northern Conference, November 17, 1966, Chabot College - have as their theme "The

Role of the Division Chairman or Department Head, and His Responsibility for the

Improvement of Instruction,"
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The materials in this collection were solicited from California junior colleges by

memorandum., No follow-up request was made.

In most cases the exhibits represent pages

taken from the administrative or faculty handbooks of the respective colleges, 1In a

few cases, charts and job descriptions were abridged.

‘z}

E The Improvement of Instruction Conferences are an annual Project of the CJCA
F‘ Committee on Curriculum and Instruction.

1 Because "Improvement of Instruction" is
ranked in first pPriority in a study of critical Problems and needs of California junior

colleges, the CICA Research and Development Committee? asked the Instruction Committee

to give attention in the 1966 conferences to ways research could be helpful in bring-

ing about improved instruction. The conferenca Planning committee believed division

and department chairmen were in a pivotal position to initiate instructional improve-
| ment and consequently the conferences were planned to explore ways in which division

and department chairmen might assume leadership in thcir respective colleges in thig
field.

It is hoped that this collection of responsibilities of divisicn and departuent

chairmen will be a helpful reference to conference participants, The conferences may

wish to recommend that an analysis of present responsibilities be nade, or that

(
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additional information be collected. In this regard, attention of readers is called
AR

N » to studies made by Chabot College, 1963, and Hancock College, 1966, in the Appendix

of this report.
Appreciation is expressed to Foothill Collzge for making duplicate copies of this

report available to all junior colleges.

Thomas B. Merson

CJCA Director of Research

Bakersfield College
October, 1966
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Ben K, Gold, Counselor, Los Angeles City College
J. W. McDaniel, Acting Superintendent and President, San Bernardino Valley College
George W, Ebey, President, Pacific Research Center, Inc.; Vice President,
Management and Economics Research, Inc.
Leslie E, Wilbur, Coordiraior of Junior College Programs, Univ. of Southern Calif,
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ANTELOPE VALLEY COLLEGE

Duties and Regggnsibilities of the Division Cheirman

Under the direct supervision of the Dean of Instruction, a Division

Chairman performs the following duties:

de

Ce

d.

e,

i.

M.

Keeps in touch with current developments in the various subject fields
represented in the division and serves as a resource person in his
subject area.

Submits recommendations for curriculum improvements to the curriculum
committee through the dean of instruction.

Assists the dean of instruction in transmitting decisions on curriculum
matters to teachers in the department.

Assists teachers in the development and continued improvement of course
outlines and appropriate reading lists, Assists the dean of instruction

in maintaining a current file of outlines for all courses offered in the

division.
Assists the dean of instruction to improve teachine methods, examination
procedures, and the selection of textbooks.

Assists in the selection and evaluation cf teachers for the division.

Brings division members, day and extended day, together for the nurpose
of resolving division problems and improving instruction.

Encourages approoriate extra-class activities for students majoring in
the subject fields of the division.

hssists the teachers in preparing budget requests. Receives, consol-
idates, reviews, and transmits division budget requests and reauisitions
to the deen of instruction.

Assists the president in maintaining an inventory of property assigned
to the division.

Recommends the division's schedule of classes, day and evening, to the
dean of instruction.

Has responsibility for coordination of the division's instructional
program, day and extended day.

Prepares a brief annual rcport to the dean of instruction, outlining
the accomplishrents of the divicien and the needs and plans for future
development.,
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205,22 DIVISION AND DEPARTHENT -CHAIRMEN

A, General Responsibilities

Division and Department chairmen have five major responsibilities:
administration, supervision, curriculum development, guidance, and
coordination and placement in both day and evening programs.

B. Specific Duties

i1, Administration

Ao
be
Coe
do
Qo

fo

Interpret the educational philosophy of the college

and provide leadership for the instructers of the
division or department,

Compile and submit reports, budgets and requisitionse
Supervise departmental employees and recommend pelicy
for custodial care and maintenance.

Cail division or department faculty meetings and appoint
study committees as needed.

Make recommendations of projecteu needs for new faculty,
facilities, equipment and supplieso,

Assist with the selection of new teachers, scheduling

¢ ci.asses, room assignments and planning new facilities.

2. Supervision of Instruction

ao

be

Initiate, organize and direct programs of professional
growth for members of the division or department.
Carry on a continuous program of evaluation of instruction.

3o Curriculum Development

Qe

bo

do

Recommend course patterns for majors and participate in
ccurse revision.

Cooperate with other department chairmen and with
division heads in curricular plunnlngo

Foster activities which will augment the educational
program of the department; eege, field trips, clut
activities, etc.

Assist the librarian in selecting library books and
other instructional aids. .

4o Guidance and Placement

Ae

ae

Advise students and the placement office about jcr
oppcrtunities in the community and serve as a source
of occupational informatiore

5e¢ Additional Responsibilities

Ir addition tc the above responsibil=tirss common to ail
d:=ision: and department chairmen, <+ ::rmen ~f the
techracal-vecational departments wi'?

(.Y Confer frequently with represe=t-:ive- ~f business,
industry. labor and agricuiture tr itsure that the

. department's program is meetin: yient needse

“¢) Part) . ipate in the work ~f : CPY proups,

L




CABRILLO COLLEGE
ORGANIZATIONAL CHART

Board of Trustees

President - Superintendent | _ _ __ _ _ _ _| Faculty Senate

Assistant Superintendent Assistant Superintendent
Business Instruction

__| Plant Operation

| Maintenance

_| Purchasing~Accounting

(“‘ ) | Warehousing
| Cafeteria
Dean of Dean of Dean of Dean of
Counseling and Records Student Activities Instructional Services Community Services
Records Student Government Evening College Master Calendar
Counseling Athletic Program Summer Session Lecture=Film Series
Placement Student Store Vocational Coordinater Forums
Admissions Clubs Audio-Visual Services Seminars
Registration Organizations Federal Projects Music Festival
. Special Grants Summer Recreation
Languages and Arts Community Use=Campu

Social Science '
Business Education |
 Division Chairman | | Physical Science, Math, Engineering, Technology |
Biology, Chemistry, Health Occupations |
Health, Physical Education, Recreation |
Library Services |
I

|

FACULTY
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CABRILLO COLLEGE

Divis >n Chairman

Released Time:
Size of division staff:
1- 5 No released time
6-15 1/5 released time
16 - 30 2/5 released time
31 or over split the division

The complexity of division with regard to budget, equipment, special pro-
grams and related duties will also be reflected in the time allocation.

Responsibilities:

Assist in the determination of need and selection of new staff members.

Counsel with staff members regarding teaching procedures, testing techniques,
grading ond record keeping.

Assist i: the preparation of teaching assignments including hours, room use and
subjects.

Organize the presentation of the divisional budget.

Cal! regular divisional meetings for the purpose of communication, professional
growth, and in-service training.

Bea ;zaurce person and aid to new teachers in finding answers to their teaching

lems.

Provide leadership in the development of the curriculum of the division.

Coordinate the selection of texts.

Provide rauested information regarding the classroom performance of staff
membets.

Be responsible for the inventory, maintenance ond security of facilities and
equipment used by the division.

Work closely with the members of the high school staff in curriculum develop-
ment and coordination.

Librarion.  Responsibilities:

Supervise and direct the operation of the library in accordance with sound
library practices.

Requisitiun new books for the library upon recommendation of staff and approval
of the President.

Promote the effective use of available library materials.

Act as Chairman of the Library Committee.

Meet with the Division Chairmen at regular meetings.

Promote liaison with each instructional division.

DIVISION ORGANIZATION. The instructional departments of the czlicye are
organized into six principal divisions. Each divisian contains technical and voca-
tional curricula.




CABRILLO COLLEGE

Health, Physical Education and Recreation 1

6 Pre~Professianal
Health
Intercollegiate Athletics
Co-Educational Activities
Men's Physicai Education Activities
Women's Physica! Education Activities !

«anguages and Arts

Art Languages

English Music

Home Economics Speech and Droma
Journalism

Physical Science, Mathematics, Engineering, Technology |

Earth Science Civil Highway Technology

Engineering Construction Technology ’2
Mathematics Drafting Technolog |
Physics Electronics Technology

Electronics Servicing and Testing

Biology, Chemistry, Health Occupations

- Chemistry

J Life Science
Dental Assisting
Vocational Nursing
X-Ray Technology

Social Science

Anthropology
Economics
Education
History
Philosophy

Police Science
Political Science
Psychology
Sociology

Business Education

Accounting and Bookkeeping
General Business

Industrial Management
Medical Secretary
Merchandising

Real Estate

Secretarial and General Office
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CERRITOS COLLEGE
DIVISION CHAIRMAN

“} Administer the 2ffairs of the division including the following duties and
responsibilitlies.

1. Be responsible for:
A. The Development of curriculum.
B. The improvement of instruction.
r. The Vertical In-Service Education Program.

The evaluation of instructors through conferences,
classroom visitations, and written evaluations.

n

Securing substitute Instructors and maintaining
lialson with the Office of Academic Affairs.

F. Submission of course outlines.
Recommend:
A. The annual budget.
8 Schedule of classes.
- en C. Instructor assignments.
D. List of textbooks.

E. Asslistant chairman and/or department chairmen to
th: Vice President for Academic Affairs.

F. To the Academlc Cablnet employment of
personnel,

3. Coples of annual report to Deans of Academic Affairs and
Vice President for Academic Affairs.

Teach classes. Load determined by administrative policy.
Approve requests and requisitions.
Provide leadership for the professional growth of instructors.

Conduct division faculty meetings.

0 ~N O W F

Assist in the articulation with high schools, colleges, business,
industry, and the professions.

9. Serve on Curriculum Committee.

10. Perform other duties as may be assigned.




CERRITOS COLLEGE

ASSISTANT DIVISioN CHAIRMAN

Be responsible to the Division Chairman.

Assist the Division Chalrman In carrying out his duties

and responsibilities as stated 'n the job description. ,

Perform assigned responsiblli:les to be designated by

the Division Chairman.

DEPARTMENT CHAIRMAN f

Be responsible to the Division Chalrman.

Assist In carrying out departmental responsibilitles

as assigned Ly the Division Chairman.
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CHABOT COLLEGE ]

SOUTH COUNTY JOINT JUNIOR COLLEGE DISTRICT
-~ OF ALAMEDA COUNTY AND CONTRA COSTA COUNTY

Administrative
Position Description

Position

DIVISION CHAIRMEN

. General Description

Division Chairmen are responsible fo:r the direction and supervision of
curriculum and instruction in their Divisions, including liaison between
faculty and administration. Each is responsible directly to the appropriate
Assistant Dean of Instruction.

Duties and Responsibilities

The Division Chairmen shall:
1. Supervise and provide assistance and resources to instructors.
2. Foster and maintain high standards of instruction.

3. Be responsible for framing the objectives of the curriculum of the
division and for the divisional consideration and evaluation of
course proposals. '

4. Assist in the preparation of and recommend course objectives
and course outlines for each divisional offering.

5. Recommend instructor and room assignments and provide other
information for the Class Schedule. Assist in administering
the Class Schedule.

6. Assist in the sclection and evaluation of faculty in the division
and provide for appropriate faculty involvement in the selection
process.

’ 7. Carry out a program of orientation and in-service education for
all instructors in the division.

8. Provide lists of acceptable substitute instructors tc the i
appropriate Assistant Dean.

Direct and supervise the employment and performance of classified
personnel, including student clerical and laboratory assistants.

Assist in preparing the College Cataiog.

Establish liaison with part-time faculty membeirs and relate them
to appropriate division activities.

-12-
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CHABOT (con't)

?‘; Position Description -
s Division Chairmen Page Two
12. Recommend textbooks and lists of special supplies and process

requisitions.

13. Prepare and recommend the annual budget request for the
division. Administer assigned segments of the budget.

14. Approve requisitions for supplies and equipment.

15. Assumes general responsibility for division equipment and
supplies and facilities assigned to the division.

16. Provide basic data for applications for federal and state
grants in areas of curriculum and instruction.

17. Foster the development and use of tha library and consult
with the librarians regarding the library collection.

18. Provide basic information required for federal and state reports,

, 19. Stimulate faculty to maintain lizison with their subject matter
/ counterparts in aigh schools, colleges and universities.

20. Foster experimentation by the faculty with new teaching
technology and methods of instruction.

21. Encourage and facilitate close relationships between the divisional
faculty and the Student Personnel Office and provide necessary
counseling and guidance information.

22. Perform all other related and implied duties and such others as
may be assigned by the Superintendent-President.

Appointment

The Division Chairmen shall be elected by the Governing Board upon the
nomination of the Superintendent-President.

Revised 10/65/bd
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CITRUS COLLEGE

- 2440
S DEPARTMENT CHAIRMEN
Appointment
1. Department chairmen are appointed by the President upon the
recommendation of the Administrative Council.
Responsibility
1. Department chairmen are responsible to the office of instruction.
Tenure of Office
1. Appointment is made for an indefinite reriod of time with
annual evaluation,
Duties
The department chairman shall be responsible for promoting,
organizing and coordinating the program in his department for
the day, evening and summer session. He shall perform the
following duties:
1. Educational Functions
(a) Recommend curriculum changes.
;
’ (b) Prepare new course outlines and revise current
outlines as necessary.
(c) Assist with catalog revision.
(d) Recommend teacher assignmerts and class loads.
(e) Participate in the selection of department personnel.
(f) Select texts and make requests for library materials.
(g) Make requests for Federal and State financial grants.,
(h) Participate in the evaluation of staff - at least ome
visit per semester for each evening part-time teacher
with conference and a written report to the office of
instruction.
(1) Work with advisory committees.
(j) Work continuously with department members for improvement
of instruction through in-service education.
(k) Supervise summer session instruction when employed as
a summer school teacher.
,‘v)
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(2nd page)

Sctaff Functions

(a) Call staff meetings as needed (minimum of four (4) each
with minutes of meetings given to office of instruction).

(b) Conduct orientation meetirg before the beginning of
each semester with part-time evening staff.

(c) Maintain regular office hours on regular school days.

Business Functions

(a) Prepare an annual departmental budget.
(b) Submit specification and bid lists for equipment.

(¢) Select bid items which meet specifications and depart-
mental needs.

(d) Make an annual departmental inventory.
(e) Order departmental supplies.
(f) Assist with the development of ».«ilding plans.

(g) Recommend the hiring of needed part-time classified
employees - i.e. readers, clerks, etc.

(h) Approve conference attendance for members of depart-
ment, (sending the application form to the President's
office one month prior to date of conference) .

Approved 3/4/64
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DIVISION HEADS: DUTIES AND RESPONSIBILITIES

1. Conduct monthly staff meetings, and submit minutes of each meeting with
any recommendations to the Dean of Instruction.

2. Serve as members of the Curriculum Committee and the Library Committee.

3. Be available for consultation and for providing information neéded by
individual administrators witlkin the scope of their respective duties.

4. Teach assigned classes and maintain established office hours as approved
by the Dean of Instruction.

5. Responsibility to the Dean of Instruction for the following:

a. Promotion, organization, development, coordination, evaluation and
r«commendations for revisions in the instructional programs within
their divisions, and the development of current course outlines for
all courses within their divisions.

b. PFacilitation of liaison between division members and instructors of
similar subject matter fields in district high schools and neighboring
colleges.

c. Coordination of follow-up studies of students within their division.

d. Accept responsibility for registration activities, as assigned by the
dean of Instruction.

6. Responsibility to the Dean of Business Services for the following:

a. After reviewal and approval of budget requests from members of their
division, recommendations for the purchase of these supplies and
equipment.

b. Review textvooks being used and make recommendations for additions or
change in the list of official adoptions.

c. Be responsible for receiving from all instructors in his division the
inventory of all property assigned to the division.

7. Shall be aware of the responsibilities of other persomnnel assigned to him
and respond accordingly.

Revised 8/66
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10. Department Chairmen
Department Chairmen are appointed by the President
of the College and hold office subject to resppoint-
mont. The Dean of Instruction works closely with
the Department Chairmen in their areas:
u‘ine’s............................. “r. Jerry va‘ent'
Em"'h ......................G........ "“G Ruth mls
Foreign Language .......ccccecceeeee. Mr. Martin Ravhut
Industrial Technology «ccccccecesecesaes Mr. Roger Beam
L‘br.ry ®0 000 0000000000000 ‘0000000 0 "r. L'm wm

Life Science ....c.cccceveieeee. Dr. Joseph Stubblefield

-20-
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Mathematics ...ccveeveeccenconoonnes Mr. Frisby Lockard
MUSTC coinininiececenencncncnsencnees.Mr. Martin Rauhut
NUFSING ccceceecncnrenccencnccnees MPS. Alice Greenough
Physical Education (Men) ......... Mr. Raymond C. Brown
Physical Education (Women)..... Miss Louella Daetweiler
Physical Science ...cecveveeecceces Mr. Victor Hunsaker
Social Science .:...................Dr. Kenneth Umstead

Department Chairmen are, in their special areas, the ad-
visers and consultants to the administration. They
occupy these positions by their acquaintanceship with the
community and its educational program, their breadth of
training and their knowledge of their special areas, and
their concern for the over=all development of sound col-
lege services to the students of the community. Their
final concern must be for the welfare of the College, the
general college program, and their interest and concern
in the success of the individual faculty members in their
areas. They will also have the following responsibilities:

4. General

(1) To interpret to their departmental staffs the
educational philosophy of the College and to
assist In implementing this philosophy through
the curricula and the instructional program

(2) To advise their departmental staffs as to ad-
ministrative policy and to conduct the activi~
ties of their departments within that policy

(3) To foster coordination and mutual understanding
among the departments of the College

(4) To foster democratic procedures within the
department and in the classroom

(5) To assume leadership in cultivating within the
department a positive, alert, creative, pro-
fessional attitude on educational matters, both
within and without the College

b. Administration

(1) To serve on such committees as requested by the
administration

(2) To call regular departmental meetings, as directed
by the administration, to appoint study committees




e

c.

d.

0)

“)

G)

COMPTON J.C, (con't)

within the department and to report by written
minutes to the administration the activities and
recommendations of these groups; and to bring to
the department for recommendation or action problems
and proposals as requested by the administration

To complete and submit reports regquested by the
administration and to maintain adequate depart-
mental records as requested; to assist and advise
their faculty members in the making of official
records

To assist in the making of the annual budget and to
aid in the supervision of the budget through review
of requisitions, and to act as adviser to the admin-
istration in the purchasing of technical materials
requested by their area, always keeping in mind that
expenditure of finds should sim for the greatest
educational value and the wiszest expenditure of
public monies

To aid in the menagement and development of the
physical plant, maintaining the security of their
areas, recommending for its meintenance and repair,
and proposing and advising for its modification or
enlargement to meet instructional needs

Curriculum development

()

(2)

()

“)

G)

To act as a continuing member of the Curriculum
Commi ttes

To assist in the revision of the catalog and pre=-
paration of other published material related to the
instructional program

To bring to the departmental staff statements and
and interpretations of student characteristics and
needs as determined by the Dean of Student Personnel
Services as a basis of curricular changes and im
provement of instruction

To recommend the sequence of courses composing &
curriculum and to aid in coordinating the activities
of the departments involved

To serve when requested in liaison with other junior
colleges, the state colleges, snd the universities,
of with lay committees of the community, to ensure
the validity of the College offerings

instruction

o)
(2)

To assist in the development, supervision, and
coordination of all courses in their ares

To stimulate improvement of teaching techniques,
devices, and methods within their ares

-22-~
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(3) To stimulate the use of library resources,
, audio-visual materials, and other aids to
(‘} instruction

(4) To recommend the adoption of texts and
other instructional materials

(5) To assist in the formulation and adminis-
tration of a continuous program of evalua-
tion of instruction in their department
and the College as a whole

(6) To aid in the maintenance of grading stand-
ards and recommend practice and policy

(7) To aid in the formulation and administration
of adequate testing programs, both placement
and evaluation, within their areas

(8) To transmit to the department the statement
of success of graduates or others, either
at other institutions or in the vocational
field

(9) To assist in the formulation of the class
schedule

e. Personnel Matters

(1) To assist in the determination of staff by
indicating skills needed to maintain an
adequate faculty to meet the programs of
the department

(2) To advise cn the selection of staff by
participating in the interview of candidates
to evaluate the candidate's technical quali-
fications in his field, recognizing that
final choice rests with the administration

(a) The departmer.: :hairman's primary res-
ponsibility is :c be concerned with
the qualifications of the prospective
faculty member as might apply to his
general and specific training in the
area of the division involved. The
department chairman will be given full
opportunity to evaluate the candidate
through screening of correspondence
and the papers provided by placement
services. He will be expected, if he
is present and available in the com~
munity, to sit in on the interview. ]
He will be asked to evaluate the candi-
date's scholastic training, his

«23-
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experience, his professional attitude, and his per=-
sonality. The deparrment chairman's recommendation

will be given very serious consideration by the Dean

of Instrvctics and the President before any appointments
are made. The Dean of the Evening Division will coor-
dinate with derartment chairmen to the greatest extent
possible regarding employment of certificated personnel
for summer and evering sessions. Final judgment, how-
ever, lies with the President, as indicated above.

‘ (b) 1t will be the responsibility of the department chair-
men to give to the Dean of Instruction a8 written list
of additional personnel which the chairman feels will
be nceded in the ensuing year and to identify the ser-
vices which such additional faculty members would be
expected to render. The department chairmen are avail=-
able to faculty members in their areas for help and
assistance in educational preblems

(3) To assist in the evaluation of probationary faculty members

(4) To advise on the assignment of faculty members, to secure %
the maximum use of their skills and to ensure professional f
growth

P I iy

(5) To assist in the administration of personnel policies, ab-
sences, office hours, professional relationship of staff,
teaching load, etc.

(6) To assist in the formulation and administration of an in-
service training program or programs

f. Counseling and Placement ]
To encourage their instructional staff to utilize fully the
services of the sgcciaiized counselor and the counseling ser-
vices in order to improve service to the student |

g. Evening Services

(1) To assist the Dean of the Evening Division in the proposal
and formulation of ccurses for adults

(2) To assist the Dean of the Evening Division in the selec~
tion of faculty members, scheduling and direction of all
courses for adults and in the utilization of the physical
plant during the evening hours

—rt

N e

(3) To assist the Dean of the Evening Division in the articu=
r lation of the summer and evening programs

(4) To assist the Dean of the Evening Division in the orienta~
tion and guidance of part-time faculty members in matters
related to curriculum, testing and grading

24-
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CONTRA cOSTA cOLLEGE
2801 CASTRO ROAD
8AN PABLG, CALIFBRNIA

Chairmen of Instructional Departments

The department chairman will be responsible for:

Assisting in the developing and maintaining of departmental academic standards
in accordance with the philosophy and objectives of the College.

Assisting in the planning, developing, coordinating, and evaluation of the
curriculum of the department for the Day and Extended Day Programs.

Participating in the recruiting, interviewing, and the recommending of new
departmental day and extended day staff members to the division chairman as
provided by College policies and prccedures. '

Assisting in supervising and evaluating probationary departmental da; and ex-
tended day staff members as provided by College policies and procedures.

Assembling and submitting departmental budgets for the Day and Extended Day
Programs.

Recommending and approving departmental purchase requests.

Maintaining departmental records and inventory controls as required by College
policies and procedures.

Acquiring adequate and current library, audio-visual, and instructional! material
resources.

Assisting in student recruitment for the department.

Assisting in the preparation of departmental reports and proposals for grants
and aid under federal, state, or other assistance programs.

Assisting in preparing the class schedule for the Day and Extended Day Programs
of the department.

Coordinating textbook deletions and selections.

Recommending attendance at conferences.

Coordinating the development and revision of course outlines.

Orienting new staff members.

Supervising student and classified employees within the department.

Coordinating the student advisor system with the student services of the College.

Fulfilling such other responsibilities as may be delegated by the director of
the division,

~26-
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Director of Liberal Arts and Natural Science Divisions: 2801 CASTRO ROAD

S$AN PABLO, CALIFORNIA
Responsible for the planning, development, coordination and evaluation of the
curriculum in the Liberal Arts and Natural Science Divisions.

Responsible for the recruitment and recommendation to the Dean of Instruction of
new divisional staff members.

Responsible for the supervision and evaluation of divisional staff members.

Responsible for the planning, utilization and evaluation of equipment and physi-
cal facilities in the Liberal Arts and Natural Science Divisions.

Responsible for the assembling and submission of the divisional budgets.

Responsible for the approval of departmental purchase requests.

Accepts such other responsibilities as may be delegated by the Dean of iInstruc-
tion.

Director of Technical Education Division:

Responsible for the planning, development, coordination, and evaluation of the
p curriculum in the Technical Education Division.

new divisional staff members.

}) Responsible for the recruitment and recommendation to the Dean of Instruction of

Responsible for the supervision and evaluation of divisional staff members.

Responsible for the planning, utilization and evaluation of equipment and physi-
cal facilities in the Technical Education Division.

Responsible for the assembling and submission of the divisional budget.
Responsible for the approval of departmental purchase requests.

Cooperates in providing liaison in instructional and curricular matters with
high schools of the area in designated technical education fields.

Accepts such other responsibilities as may be delegated by the Dean of Instruc-
tion.

Bk AL o
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Director of Trade and Industrijal Education Division:

Responsible for the planning, development, coordination, and evaluation of the
curriculum in the Trade and Industrial Division.

Responsible for the recruitment and recommendation to the Dean of Instruction
of new divisional staff members.

Responsible for the supervision and evaluation of divisional staff members.

Responsible for the planning, utilization and evaluation of equipment and physi-
cal facilities in the Trade and Industrial Division.

Responsible for the assembling and submission of the divisional budget.
Responsible for the approval of departmental purchase requests.

Maintains liaison with appropriate trade and industrial groups concerning the
initiation, recruitment, maintenance furtherance, and evaluation of instruction

in courses or course patterns pertaining to their respective fields.

Cooperates in providing liaison in instructicnal and curricular matters with
high schools of the area in designated trade and industrial fields.

Accepts such other responsibilities as may be delegated by the Dean of Instruc-
tion.

-28~
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Director of Health Sciences Division:

X

Responsible for the planning, development, coordination, and evaluation of the
curriculum in the Health Sciences Division.

A
“

Responsible for the recruitment and recommendation to the Dean of Instruction
of new divisional staff members.

Responsible for the supervisicn and evaluation of divisional staff members.

Responsible for the planning, utilization and evaluation of equipment and physi-
cal facilities in the Health Sciences Division.

Responsible for the assembling and submission of the divisional budget.
Responsible for the approval of departmental purchase requests.

Responsible for maintaining effective lines of communication between the College
and the health and designated service groups in the community.

Accepts such other responsibilities as may be delegated by the Dean of Instruc-
tion.

Director of Physical Education and Athletics Division:

Responsible for the planning, development, coordination, and evaluation of the
curriculum in the Physical Education and Athletics Division.

Responsible for the recruitment and recommendation to the Dean of Instruction
of new divisional staff members.

Responsible for the supervision and evaluation of divisional staff members.

Responsible for the planning, utilization and evaluation of equipment and physi=-
! cal facilities in the Pliysical Education and Athletics Division.,

Responsible for the assembling and submission of the divisional budget.
Responsible for the approval of departmental purchase requests.
Accepts such other responsibilities as may be delegated by the Dean of Instruc-

tion.

Director of Student Activities Division:

Responsible to the Dean of Student Services for the planning, development,
coordination, supervision and evaluation of the co-curricular program.

Gives immediate supervision to the following co~curricular activities: Student
Council, Inter-Club Council, student publications, student bookstore, student
funds, freshman orientation, student transportation and student housing.

Advises, coordinates and supervises all student organizations and faculty
(-) sponsors of such organizations.

Serves as the College representative with the California Student Government
E Association,
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Responsibie for scheduling events which take place in the Student Center.
Supervises stuient use of Student Center facilities.

Accepts such other responsibilities as may be delegated by the Dean of Student
Services.

Director of Counseling Services Division:

Responsible to the Dean of Student Services for interchange of information
between the College and high schools within the service area of the Collese.

Responsible for directing a follow-up program of transfer students to other
four-year colleges with frequent reports to faculty and administration concern-
ing the success of these transfer students in upper division programs.

Administers a program of financial aids, scholarships axd loaons for the Coliege
students.

Supervises the program of educational and occupational information to be used
by students and counselcrs.

Serves as the College representative in a2aswering routine inquiries and letters
of recommendation regarding students.

Responsible for the planning, development, coordination, and evaluation of the
Counsel ing Services Division.

Assigns and supervises the extra duty positions available to the counseling
staff in the Extended Day and Summer Programs.

Develops and coordinates a program of orientation and in-service training for
new and continuing staff members.

Responsible for the supervision and evaluation of departmental staff members
in cooperation with the Dean of Student Services.

Coordinates the use of staff consultant and referral resources.

Assists in the preparation of informational brochures concerning counseling
services.

Responsible for the preparation and submission of various applications and re-
ports involved in financial aids.

Participates in formulation of the Student Services Policy.

Accepts such other duties as may be delegated by the Dean of Student Services.

Directer of Admissions and Records Division:

Responsible to the Dean of Student Services for the planning, coordination,
supervision and evaluation of the admissions, registration records and other
functions of this office.

Maintains appropriate attendance and enrollment data.

-30.




Prejares attendance reports as required.

Maintains individual student records and such other attendance and academic
records as required by law.

Responsible for the evaluation of students' previous work.

Consults on selective service deferments, and processes all -materials required
by this agency. '

Determines and reports to the Dean of Student Services on athietic eligibility.

Determines and reports to the Dean of Student Services those students eligible
for the Associate Dejree, and to the Dean of Instruction those eligible. for
Certificates of Achieverent.

Provides data for local, state, and national reports cid surveys.
Responsible to the Dean of Student Services for registration procedures.

Certifies eligibility of students to governmental agencies, such as for veterans'
benefits and social security benefits.

Accepts such other responsibilities as may be delegated by the Dean of Student
Services.

Director of Occupational Education

The Director of Occupational Education shall function in a staff capacity to
the Dean of Instruction, and shall:

Organize and develop occupational programs in response to educational and
community needs in cooperation with the department chairmen and divisional
directors.

Maintain liaison with the appropriate offices in the State Department of Educa-
tion.

Assist in the development of community and industrial contacts on behalf of the
occupational programs.

Assist in the coordination of the functions and activities of the divisions
engaged in occupational education programs.

Assist in the preparation of brochures and other public relations materials
related to occupaiional education.

Assist in the determination of skill and technical requirements that affect
instructional programs in cooperaticn with divisional dijrectors and departmental
chairmen.

Maintain liaison with the California State Employment Services, the Division of
Apprenticeship Standards and other agencies concerned with occupational educa-
tion.

Participate in regional"and state-wide vocational education planning with state
and federal agencies.
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Assist with the organization and functions of advisory committees as related
to occupational programs.

Be responsible for the preparation and submission of the appropriate state and
federal reports of the Occupational Division.

Coordinatz the Kaiser Foundation Student Nursing Program with the Contrs Costa
Collzge academ!~ program.

Perform such other duties as may be delegaied by the Dean of instruction.

Director of the Extended Day Program

The Director of the Extended Day Program shall function in a staff capacity to
the Dean of Instruction, and shall:

Be responsible for the planning, development, coordination, supervision and
evaluation of the program for extended day students, and of the summer session,
in cooperation with the directors of divisions.

Coordinate and supervise the work of assistants assigned to the program for
extended day and summer session students.

Submit to the Dean of Instruction budget recommendaticns for the program for
extended day and summer session students.

Serve as counselor to extended day and summer session students as time permits,

Mrinister the College during the hours of § p.m. and 10 p.m., Monday through
Thursday, inclusive.

Accept such other respon.ibilities as may be delegated by the Dean of lastruc-
tion,

Director of Community Services

The Director of Community Services shall function in a staff capacity to the
President, and shall:

Be responsible for the coordination, development, supervision, and evaluation of
the Community Services Program,

Be responsible for the preparation of news releases and other written media.
Provide the leadership for the concert and lecture series.
Coordinate aill other lectures, workshops, sympocsiums, etc.

Assume such other duties as assigned by the President.

Director of Research and Planning

The Director of Research and Planning shall function in a staff capacity to the
President, and shall:

Be responsible for coordinating campus and facility planning activities.
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Be responsible for directing a program of institutional research.

Be responsible for acquiring information about new developments in higher educa-
tion with reference to sources of state and faderal funds, and for preparing
applications for such funds.

Be responsible for preparing and submitting spe:fal reports and responding to
questionnaires.

Assume such other duties as assigned by the President.

Director of Administrative Services

The Director of Administrative Services shall function in a staff capacity to
the President, and shall:

Plan and organize the business activities of the College under the direction of
the President.

Coordinate the preparation of the annual budget and maintain records of College
expendi tures.

Process all requisitions and requests for supplies, equipment and services orig-
inating at the College.

Be responsible for the collection and deposit of all funds, except bookstore
accounts, collected by the College.

Supervise the personnel involved in the business affairs of the College, includ-
ing the PBX operator.

Supervise the Production Laboratory.

Supervise the operation of the {ollege cafeteria, exclusive of its instructional
use,

Be responsible for the operation, maintenance, repair and upkeep of College
buildings, property, and equipment.

Interview all applicants for classified positions and supervise the initial
testing and screening before placing names of those selected on the list of
qualified applicants.

Supervise the preparation of the College payrolls.

Direct enforcement of College parking and traffic rules and reqgulations,

Provide for the transportation of students and other College personnel,
Supervise all use of all College vehicles.

Perform such other duties as may be designated by the President.

-33-
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Coordinator of Management and Supervision

The Coordinator of Management and Supervision shall function as a department
chaimman in the Division of Technijcal Education, and shall:

Be responsible for the promotion and development of the District-wide program ‘
of Management and Supervisory Training. 4

Be responsible for maintaining effective lines of communication with industrial,

business, and governmental groups within the community and within the field of
management and supervisory training.

Be responsible for assistance in the development of the Management and Super-
vision Program; instruction in classes in supervisory training; assistance in
the selection of instructors in the Management and Supervision Program; assist-
ance in the supervision of jnstructors assigned to the Management and Super-

vision Program; serving as the school representative to work with the appro-
priate advisory ccmmittees.

Cooperate with College counseling and guidance staff and assist in the regis-
tration of management and supervision students.

Maintain effective public relations through personal contacts at industrial
plants, busir.css agencies, and governmental agencies for the efficient promotion,

establishment, and operation of the College's Management and Supervision Pro-
gram.

h) Accept such other assignments as may be delegated by the Dean of Instruction.
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DIABLO VALLEY COLLEGE

SECTION 1.9

SUBJECT AREA COMMITTEES: THE DEPARTMENTS

The advisory committees established for the advancement and development of
teaching fields are known as departments. These conmittees are headed by a depart-
ment chairman who is elected according to the following procedure (as spec.fied by
the Advisory Committee on Campus Administration):

1. Nominations are submitted to the department head one week in advance
of the nominating meeting: there are no nominations from the floor.

2. Election of department heads are to take place sometime within-the--
tast thirty-days-of-instruction-in-the-sehoo} year:
prior to the completion of the fall class schedule.

3. The candidate elected mst receive a majority of votes. |f there
is no clear majority, a run-off must be conducted between the two
candidates receiving the highest number of votes.

L. The new department head takes office as soon as elected.

The DEPARTMENT CHAIRMAN represents the curricular department or area as it
advises with the administration, the Committee on Instruction, and professional
organizations. His chief responsibility is to give leadership in the improvement
of the department's offerings and the methods of instruction; ¥he-department
ehairmen-ae-Diablo-Valiey-Gollege-have-chosen-not-to-be-invelved-in-the-evatuation
oﬁ-probat&enavy-teaehersg-theveﬁore7-ev0+aat$ng-beeemes-the-respens&b&+$ty-e€-the
assistant-deanss-the-dean-of-instruetions;-and-the-president-- also evaluation of
teachers,

Besides calling and chairing meetings, the department chairman originates
recommendations for the budget, supervises the expenditure of the budgeted funds,
participates in the interviewing of teacher--candidates and in making recommendations
for appointment to the president. He works with new teachers to help them receive
necessary services and materials (text, course outlines, etc.) to understand the
curriculum as presently specified, approved, and on file in the Office of Instruction,
to become familiar with the philosophy and practices of the college and the department,.

Since the departments are parts of divisions supervised by an assistant dean
of instruction, the department chairman works closely with the assistant dean on
matters of curriculum, personnel, and budget. As consultants, the assistant deans
attend department meetings, refine preliminary budgets, coordinate class assignments
and schedules for their divisions, and generally act in liaison between the admimis-
tration and the department,

Department chairmen are given released time for the performance of their
assignments according to the following formula: One fifth time released for
6 to 15 instructors and two-fifths for more than 15 instructors.

<37~
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Division Chairmen

Appointment

a. Division Chairmen shall be iwcommended by the President-
Superintendent for appointment by the Board of Trustees.

b. Division Chairmen shall be directly responsible to the
Assistant Superintendent, Educational Services.

Duties

Divislon Chairmen shall:

a. Be responsible for the organization and supervision of his
division. .

b. Be responsible for coordination in his division between the
day, evening, and summer session.

c. Be responsible, with the Counseling Department, for approving
appropriate courses for students who are majoring in his
division.

d. Recommend curriculum changes.

e. Be responsible for preparation and revision of course outlines.

f. Recommend instructor assignments and class loads.

g. Be responsible for in-service education in his division.

h. Be responsible for the selection of textbooks and library
materials for his division.

i. Prepare an annual budget request.

J. Prepare an annual division inventory.,

K. Submit specification and bid lists for equipment,

I. Be responsibie for the control of the division budget.

m. Assist In preparation of requests for Federal and State financial
grants. '

n. Order and verify recelpt of division supplies and equipment.

o. Participate in the selection and evaluation of division personnel.

p. Recommend the hiring of part-time classified emp loyees as
needed by his division.

q. Perform special responsibilities as assigned by the Assistant
Superintendent of Educational Services.

Term of Office
The Division Chairmen shall serve their appointments for an indef-

inite period of time. Thelir performance shall be subject to an
annuai evaluation.
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CYPRESS JUNIOR GOLLEGE

E. DUTIES AND RESPONSIBILITI%S OF THE AREA CHATRMAN

Under the direct supervision of .ne Dean of Instruction, the
Area Chairman performs the following duties:

1. Gives general instructional leadership to the area as
defined.

2. Assists the Dean of Instruction as assigned.

3. Recommends to the Dean of Instruction any policies, pro-
cedures, and financial or instructional suggestions for
the maintenance and improvement of the College program.

4. Assists in the evaluation of all full-time and part-time
instructors. |

5. Supervises the Extended Day program of the College and is

on duty two evenings a week to give general leadership to
the Extended Day program, including discipline, campus

security, and routine administrative problems, and has
responsibility at this time for action in cases of emer-
gencies.

6. Assists the Dean of Instruction with class scheduling,

{ preparation of budget and budget control, textbook selec-
tion, preparation of course outlines, and generally coopera-
ting in curriculum development.

7. Conducts meetings of the area and/or subject field at least
monthly.
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EL CAMINO COLLEGF

2120.1

Deans of Instruction
v \

Each Dean of Instructicr., under the gen ‘a1l direction of the President of the

College and the immediate supervision of the Vice President - Instruction, and
in accordance with the objectives and philosophy of the College, is responsible
for the overall organization, administration, supervision and operation of that
portion of the instructional program assigned; accepts all delegated responsi-

bility; and uses intelligence, initiative and leadership in administering the
affairs of the Division.

The duties of a Dean of Instruction include:

Communication: Interpretation and application of the policies of the
Board of Trustees and administrative rules and regulations; transmission
of recommendations and information between staff and administration.

Curriculum and Instruction: Analysis of trends in curricula; development
and recommendation of courses and curricula; evaluation of the instruc-
tional program and evaluation and recommendation of instructional

materials such as course ouctlires, textbook selection, audio-visual aids
and library acquisitions.

Staff: Provisiou of instructional leadership including in-service edu-
cation and conference attendance; determination of needs for, recommen-
dation for selection of, supervision and evaluation of certificated and
classified staff for the Division. Assignment of certificated staff to
classes, office hours, committees and other duties; and assignment of
classified staff to work areas, hours and duties.

Budget: Preparation aad Presentation ¢f the needs of the Division for
facilities, supplies and equipment.

Articulation: Coordination of the Division program with other schools
in the district, higher educational institutions, business, industry
and community organizations.

Division Office: Responsibility for all necessary dutijes required in
the operation of the Division Office including evaluation of student

petitions, and liaison between the Division and other offices of the
College.

The assignment is for twelve months, includinZ duty on each administrative
day of the College calendar, subject to vacation time, sick leave and other
benefits approved by the Board. The assigmment includes responsibility for
the regular day, the extended day program and the summer program. The
assignment includes some classroom teaching each vear.

While the administrative credential is Preferred, a credential which will
qualify the individual for the Positioa will be acceptable.

Policy
‘Adopted: 6/14/49

~ Amended: 10/14/63, 5/10/65, 7/25/66
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FOOTHILL COLLEGE

§
’

je¢ Division Ciiiomen (lLarn-ucze Arts Division as Example) -
(1) seawure of tihne xesition:

£ Slvision Cialrmzneiin at Footnill College is an

eéministretive=inatouctor position or the “staff of

<ae Scan of Instruction. Chairmen work with personnel

in tne u;oﬂ ol Instruction's Office in the cdeveloprent,
supervision , ind :corcination of programs assigned to
Tie vivision «ud in Tromoting the interests of students

in the Division,

(2) Professicral requirexents:
. - e _ o
() Crecentials:

i acdzinistrative or supervisory creceatial is
necesser, wrzzever the amount of administrative
WOk exceeds thct of teaching; however, this
need not be & limiting f~ctor for an applicant
wi1lis3 to &322y himsel.) immediately to the
T&sK of obtainiag a qualifying credential,

() 2Zcucaticn arnd exzerience:

Zdocaticn enc experience should be of 2 gufr-cxently

a~ogd oecAgroanc to indicete competency in, cnd
uaderstandinz ol both transier and "terminai®

cur-icuiums eppropriate to the junior college., 1In

Zenerzl, these competencies and understandings

Wiii De evicenced by:

le £ ninimum of a Bachelor's Degree with a mzjor
is aprropriate to the nature of the
sriculums ia this Division.

2, &n acvenced degree in a field compotxble with
tae Languege Arts Division or in education,

3s wneaniagful experience in one or more of the
crecs represented in the Division,

L, Administrative and supervisory experience in
ecucation or in language arts.

(3) Genercl responsibilities:

? of the Dean of Instruction and
cooperation with the Director of Techaicai Education
& the Zvening College Director, Division Chairmen
save responsivility for the following:

-. gy - > —
SCer the leadersa

po €

| ]
) "'
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FOOTHILL COLLEGE

13 - .
L i Ot Tl {2

POV Ris-Oluey Sy L LN

Ceqemgrs e = Y- 2o 3 4 ) = e mde S
Foovices Lollerchin in the formilation,
- e -

Cv‘:\--U_J...u.--J Gl be

cvisica ¢f curriculuzs
srecent éivision

H
Saeos2le o the Curriculunm Cozzittee,

- - 2
- L . A~ e 2 -,
G CULICG Cu ---ues

- - et . _ -
-2 C..828 COTIITeTLlh Wita le o O

T eweo- PR . | -yt 4 3 -
Inetricticon andy where appropriate, with

The Zirector of Technical Sdecetlen and
ta€e irectcr of the EZvering Collesey assurme
¢ zafor nole regznéing faculty appoiatments,

tezching _cads and essignmenis, classroom
visitatiocns, eveiuaticn of inmstruction,

tenure, promotions, end Gismissals,

Ccoxiinate the reccmmendations ©f eplropriate
TEKTS end other teaching materials,

Cerzify o tThe Dean of Imstouction, Sor
Tay,0LL Lurzoses, attendance of ail perscanel
In <he Divisicany epprove faculty recuests to
be &dsent “ron assignec c.assesy end arrange
io> substitutes in case of faculty absence,

Reoresent the members of the vivision in an
eczinistretive cadacity, '

- .
T mens,
e v Caedld

Sustily budget requests of individual
faculty wecbers) formulate anaual Division
buGascT recrests for teaching services,
Instructionel supplies, clerical assistance,
sereticn end mzintenance; equipment library
réscurces, &uclo-visual aids, and travel,

Xegulate exzencitures withir euproved Division
SuCacts by woeparaition of purchese requisitions
énd aijuscuent of funds within the Division,

Division &n esprit de corps among the studeats
Z the Division through such means as meeting

with najors, students' activities related to

The mijory interest in individual student's

Zspirelions anc goals, awards for outstanding
Tajors, etc,

fAssuie veszonsibility for providing within the

ReSD The staff of the Division advised oa
22 &nc civisional procecures and

<
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4aCiGi.So

ke ke ek s ama e aaa




G Ratth hish

FOCTHILL COLLEGE

.
-~

piinzte wni dev end evening educational
Sreie OZZireé By the division including

e Carvios énd zzneral education courses
» Ltulents wacse major lies ia another

l N
®

LTSN 3 BRI A

Ccondinoce ectivities witairn tne Division

(&)
°

. o - e~ o
[ T P P
All

. -
D N N

ll >:
» U
- .J
poe o
S b

s, bulletins,
Iazcouesionii facilities inclucing the
Serliza ianzuese Leooratory, :e;atlon to

other éivisions, and pudlic relations,

4, York with counseling staff,

(%) Specific duties @ac responsibilities (Lenguzge Arts Division):

(

~~

<@

)

L -

2rovide eadership in direct cooperaticn with the
Dean ©f Instruction in translfer Jrogrems ard
<hrouss the Sircctor of Technicel Zducation in
terminel srozreas in such areas as:

le Z2nzlish composition and literature

- Lo PR C - - -
i. :C."\:-:-:.‘: -Gbag\‘ages

%, Xeediag Luzrovement

iastizzte ancd cerry out liaison activities when
authorlized by tae Dean of Imstruction or the
Director of Teciinical Education with suca
iadivicials, cgzencles, and groups as:

i ACvisory committees (iocai and area)

2, Znzllsh, saeecb9 reading, and foreign language
cezininments o institutions of higher
eCuCaTiCho

3¢ AD3I0OITICTCE p:oFessxonal societies and
covernmental agencies

C ?'Fh schacol counselors and language arts
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47~




d_ngoogogmszﬂgvﬂ

m
-l
ol
(=]
[ 5]
0]
-
m
o

ENVYHOOD °€ TIONVH

SurTesumo) B VUEPTHH ‘uesq
TIINNOOON T TUYD
mnovd SDIODSY % SUOTSSTWDY ‘uwag |
NEIT 0 QIAVd I
(Leq vepusixzy) NEWNIVHD HLIRE WAIIVM °L
ueag JueleTesy NOISIAIQ B89TITATIOY Juapnyg ‘ueaq
1.!
NOSAWOHL °M TICHMVYO YIAII °S NHOCL dOHSIE °I FIXS1I
(Aeq papualxd) (voT3onaasur) (Teuuosxag juspnig)
NVIQ FAILVHISINIWAY NVIQ SAIIVIISININAY NVIA FAIIVIISININAY
‘ L J ,
| HOOVH °Q I¥@doy
JNHTISIS

ea8eT10) STVPUITH 38 UOTIVZTUNHIO SATIGIISTUTWD® U3 JO JIBYD ® O MOTIQ UMOUS

JOFTI0O0 FTTIVANTIO
JHVED FAIIVNISININIY




GLENDALE COLLEGE

III. Duties and Regggnsibilities of Division Chairmen. The Division

is the representative of the members of the division and

serves on the Curriculum and Advisory Committee. In cooperation
with members of the division and with the administration, he has the
following duties and responsibilities:

A.

B.

C.

D.

E.

F.

G.

I.

J.

K.

L.

0.

P.

Appoint departmental committees

Make and submit the Schedule of Classes to the Dean of Admissions
and Records for inclusion in the master schedule.

Make recommendations to the President and the Administrative

Dean of Imstruction regarding (a) the selection of new teachers,
(v) teaching assignments of the respective departmental faculties,
(c) rating of probationary teachers -

Provide that a teacher be present for all classes (secure a
substitute if necessary)

Make recommendations to the Curriculum and Advisory Committee
regarding changes in existing courses of study, the deletion
of old courses, or the addition of new ones

Make recommendations to the Curriculum and Advisory Committee
for development and maintenance of sequences of courses within
the respective department

Approve exceptions which seem necessary and desirable involving
students working through sequences of courses (recommendation
to come from counselor)

Make recommendations to the Curriculum and Advisory Committee
regarding prerequisites of courses

Hold departmental faculty meetings as needed

Administer a program of professional growth within the department
and provide professional leadership, including the promotion of
such in-service educational activities of faculty such as in-
service institutes, convention attendance, visitations to other
colleges and to business and industrial plants

Prepare a departmental budget and submit to the Administrative
Dean of Instruction.

Submit to the Administrative Dean of Imstruction requisitions for
supplies and equipment and confer with him regarding them.

Arrange for a ready and pleasant introduction of new faculty
members to the department, the College, and the community

Make recommendations tc the Adninistrative Dean of Instruction
for textbook adopticis

Become familiar with the quality of instruction being given by
all teachers within the department and, through approved super-
visory procedures, aid the teachers in the improvement of
instruction

Interpret policies of the College to the members of the department

Cooperate with the President in carrying out within the respective
departments the general.gg&jcies of the College
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I1. RESPONSIBILITIES OF OTHER MEMBERS OF THE PROFESSIONAL STAFF

» A, Department Chairmen

The department chairmen will advise and assist the Superintendent-
President and the Vice President for Instructional Services in the
following tasks:

a. Determination of the ccurses, the instructors to teach them and
the number of sections to be presented in any given semester.

b. Preparation of the preliminary budget and arbitration of compromi ses
on the allocation of limited funds,

c. Periodic review of criteria of instructor evaluation,

d. Appraisal of prospective staff members within the chairman’s
instructional area for both the Day and Evening Divisions.

€, Examination of general format and specific adequacy of course
outlines.

f. Provision of aid to instructors in order to improve instruction.
Coordination of the participation of departmental staff in intra-
departmental activities and responsibilities.

g. Recommendations of research on efficacy of the instructional
program and review of research findings for implications to
curriculum and instruction.

h. Lead departmental re-appraisal of the curricular offerings within
the subject area and formulate proposals for submission to the
Curriculum and Instruction Committee.

i. Provision of leadership in the development of the textual and
audio-visual library for the department.

j. Administration of a sound substitution system whereby any loss
in the instructional hour due to absence will be minimized.

k. Reduction of personnel problems within the department and the
provision of arbitration services when they do occur.

1. Coordination of all aspects of instruction with the corresponding
departments within the district high schools. Deve)opment of
liaison with colleagues in the state colleges and universities to
avoid friction but at the same time to prevent violation of the
objectives of the junior college,

m. Participation in a public relations program that would foster the

community college concept and tie the citizenry to Grossmont College
with the strong bonds of identification.

.).__




GROSSMONT COLLFGE

3800 GiiUSSAIONT COLLEGE DRIVE
EL CAJON, CALIFORNIA, 92020
2, Criteria for selection of department chalrmen:

a. Should be tenured.

b. Must have appropriate academic preparation with the Master's
Degree normally consic:red as a minimal qualification.

c. Capability of reasonableness and objectivity in dealings with
others, inciuding other members of his department, administrators,
students, and the general public. Not to be overlooked here is the
importance of maintaining good relations with his colleagues in
high schools of the district and with colleagues of Institutions
to which our students transfer. :

d. Has demonstrated organizational abllity,

e. Has the abllity and wiilingness to present department needs and
objectives, combined with a broadness of point of view in
respect to the total college program.

3. Appointment Procedures

a. The administration will nominate with the approval of the nominees
at least one candidate from each department for the position of
department chairman,

b. Confirmation of department chairmen will occur each May and when
a vacancy occurs.,

c. The administration Is required to submit with each nomination a
list of the qualifications of the nominee.

d. A secret ballot confirmation will be handled by the administration
and certified by the President of the Faculty Senate. A simple
majority of department members Is required to conf!rm the
department chairman. Results of the confirmation, Including vote
count, will be announced to the department in written form.

e. All members of the department who are mzmbers of the Faculty
Senate are eligidle to vote including those faculty members on
sabbatical leave.

f. In the event that a candidate does not recelve a majority, the
: administration must present a new nominee to the department.

L. Compensation by released time

3. Department chairmen will be released the equivalent of three
lecture hours each semester if the full-time equivalent
i department members total six o more.

b. Department chairmen will be released the equivalent of three
lecture hours in the spring semester if the full-time equivalent
department members total three to six.
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GROSSMONT COLLEGE

8800 GROSS»IONT COLLEGE URIVE
EL CAJON, CALIFORNIA, 92020

c. No formal arrangement for released time will be obtained in
those departments with less than three full-time ey uivalent

instructors.

Department chairmen for the academic year 1966-67

Art
Behavioral Science

and Philosophy
Biological Scie:ce
Business and Economics
Drama
English and Journalism
Foreign Language
Guidance
Library Services
Music
Physical Education

and Health Education
Physical Science

and Mathematics
Social Science
Speech
Technical-Vocational

Miss Marjoriz Hyde
Mr. Lee Ropar

Mr. Jack Wiltor

Mr. Donald Anderson
Mr. Martin Gerrish
Mr. Ray Reynolds

Mr. George Washington
Mr. Lawrence Woodward
Mr. Thomas Hepp

Mr. Carrol) Reed

Mr. William Gillespie

Mr. Ray Resler
Mr. Thomas Ruth

Mr. Jack McAuley
Mr. C. Allen Paul
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ALLAN HANCOCK COLLEGE

Department Chairmen

Two years ago department chairmen were designated. They received
extra compensation for their services which consisted of making
the departmental budget, determining class offerings for the
semester, and holding departmental meetings.

This current year, in larger departments, the department head has
been given released time which permits the individual to teach a
4/5 load rather than a 5/5. It is expected that a certain amount
of supervision will be provided by all department heads but in such
a manner that it is informal as compared to supervision done by the ;
administration.

Department heads are involved in the selection of new staff, and
department heads do assume responsibility in the recommending of
staff for re-employment.

9/19/66
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LANEY COLLEGE

226.4 Division Chairman

226.5

It is anticipated that-no division chairman will be designated for
the academic year 1965-1966. 1t is expected, however, that growth
of Laney College will create in the near future conditions requiring
the selection and regular assignment of division chairmen, supple-
menting the present reliance on departwental organization with
assigned departmental chairmen.

Such conditions will become evident with emergence of larger in-
structional units involving assignment of six or more certificated
instructors on regular contract status, more often than not including
instructors on multiple disciplines or vocational areas. Duties and
responsibilities of the division chairman are expected to closely
parallel those now assigned to departmental chairmen, excepting

that they may require more time and effort because of increased

size and complexity of the operational unit involved. For this
reason, it is hopefully expected that release time in approximation
of 0.4 of the normal teaching load may be provided for performance
of divisional responsibilities. Clarification of details relating
to qualifications, selection, assignment term and other factors of
this func’iinal operation must await further study and agreements
between administration and faculty,

Departmental Chairman

Each instructional department, with four to six regular instructors

on contract assignment in a single discipline or vocational area,

may annually elect one of its permanent staff to serve as department
chairman for the academic year, The election shall occur as early

in the semester as possible, preferablv within the two weeks following
the start of classes, and the results of the election will be made
known to the dean of instruction. Should the department prefer not

to elect its chairman, or should it be unable to agree on the selec-
tion of its chairman, the dean of instruction may recommend a candidate
to be appointed by the president after the second week of classes.
Normally, the chairmanship will rotate among the permanent staff
annually and two comsecutive years of service will be regarded as
maximum unless a request for exception to the rule shall te approved
ty the Laney College Council, Service as departmental chairman may
not be compensated by extra remuneration under current provisions of
the Board Policy Manual, Compensation in tke form of release time

for departmental duties will be instituted as quickly as budget pro-
visions will permit,

ite Departmental Chairman is responsible to the Dean of Instruction
or the designated Assistant Dean for performance of the following duties:

1. Serves as chairman of departmental meetings of regular staff,

2, Recommends the assignment of instructors within thre department
and prepares a preliminary master schedule of classes.

-57-




LANEY COLLEGE (cont)

G 226.5 Departmental Chairman (Cont.,)

3, Gives leadership to preparation of departmental recommendations
for curriculum development, evaluation of instruction and
catalog materials,

4. Reviews with instructors annually admission prerequisites for
entry to courses or curricula,

5. Prepares department recommendations on staff additions, textbook
selections, library material and so forth. |

6. Consolidates and submits departmental preliminary budget requests
for instructional supplies, equipment, alterations to buildings
and so forth,

7. Assists with recruitment, selectior. and evaluation of certificated
staff,

8. Provides leadership to intradepartmental problems of articulation :
of course offerings and curriculum development,

9. Communicates the consensus of departmental staff regarding sug-
gestions, requests or recommendations to the dean of imstruction
or his designate.

) 10. Performs such other departmental duties as may be required.

226,6 Head Instructor

Usually appointed on an annual basis by the president, acting on the
recommendation of the dean of instruction, the head instructor provides
desirable leadership in a single discipline or vocational area with
two to four instructors on a regular contract status, No release time
is provided for the performance of normal instructional area duties.

The Head Instructor is responsible to the Dean of Instruction or his
designated representative for the performance of the following dutfes:

1. Serves as chairman of inscructional area meetings and is assisted by
a coordinator, if one is assigned, who acts as a co.... ltant,

2. Representing the consensus of the certificated staff, prepares
. recommendations for the improvement of instruction and curriculum
. development.

3. Provides leadership to operations of the instructional program,
4, Consolidazes preliminary budget requests for annual supplies, equip-

} ment, and instructional materials for transmittal to the dean of
instruction.

P

5. Assists, as requested, in the selection, assignment and evaluation
of certificated staff within the instructional area.

g

6. Assists in the recruitment, gselection and advisement of students,

7. Perforns such other dutgga in the area as may be required.
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LASSEN COLLEGE

DIVISION CHAIRMAN

The purpose of Division Chairmen is to strengthen the efficiency and create a
more effective environment for the operation of Lassen College. Lassen College
has three Division Chairmen at this time. The Divisions and areas of
instruction are:

A. Mathematics and Science
l. Mathematics
2. Engineering
3. Physical Science
k., Life Science

B. Liberal Arts
1. Social Sciences
2. Eiglish and Related subjects
3. Health and Physical Education
4. Art-Music
5. Psychology-Philosophy
6. Foreign Languages

C. Vocational

1. DBusiness
2. Gunsmithing
3. Forestry

4. Agriculture

The general duties of a Division Chairman are:
To disseminate, gather, coordinate, and implement information, policies, and
regulations between the instructors in the division and the administrative unit.

The specific duties and responsibilities include:

A. Check annual budget requests from instructors of his division.

B. Make recamendations as to the budget needs for the following year.

C. Make recommendations for the purchase of library books and periodicals.

D, Make recommendations for the preparation of class scheduling, final
examinaticns schedule, teacher assigmments, and teacher load.

E. Hold group or individual meetings with instructors assigned to the
division. To implement A, B, and C.

F. Malle recommendations as to curriculum, and college and district policy
changes.

G. To assist the individual instructors in the formulating and writing of
projects under K.D.E.A. or 88-210 for U.S. government assistance in
getting needed equipment. ‘

H. To attend all Division Chairman meetings called by the Director.

I. A Division Chairman will be called on to make recammendations in teecher
evaluations and for teacher retention or dismissal.

J. To assist instructors in the Divisior in the revision or creation of
course outline when necessary.

K. Assist the instructors of the division in the completion of inventories of

equipment and to check inventories.
L. To carry out any other tasks or projects assigned by the administration
that require the services of the division cheirman.
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Long Beach Unified Schos) Disirict 1

LOMG BEACH CITY COLIEQE SEP291966
Instructionsl Organigstion Chart

truet t
1966-67
Dean of
Inetruction
Dr. Daniel
&M‘.M['LM& —_
L-‘_ ] 1
BUSINESS LIBRARY - AUDIO-VISUAL
Business Distributive Office
Aduinietration BEducation Ocoupations
G. Reinhalter E. lampson D, Wentsel
Dept. Head Dept. Head Dept. Head
J:I..I!Ms.;..cnum Bo KALBUS = CHAIRMAN
{ LANGUAGE ARTS NATHEMATICS & SCIENCE
|l 1 ] ]
General English Foreign . Life Physical Math. and
Commmnications Henry Cook Language Science Science Engineering
. o HuwLL Dept. Head W. Drumsond B. Kalbue G. Slemmer Martin Parrell
; Dept. Head j Dept. Head Dept. Head Dept. ‘lsad Dept. Head
D.EmMES - CHAIRMAN M.DRAGE = ChAIRMAN
1
CREATIVE ARTS MEDICAL SCIENCE
[ | [ ]
Art Theater Arts Music Registered Medical Vocational ;
Te Bainmp & Speech D. Gurnee Nursing & Dental Mureing
Dept. Head D. Bumes Dept. Head J. Witecher M, Marie Sam !
Dept. Heed Dept. Head Dept. Head Dept. Head :
DeTAYLOR = CHAIRMAN DeWALKER = CHAIRMAN
T l ;
' HISTORY & 90°IAL SCIENCE | - PHYSICAL EDUCATION
E | g
| . — 1
Hetory and Social Secience
Political Science D. Taylor
D. Scott Dept. Head
Dept. Head
> )
- E.LIEBERMAN = GHAIRMAN M.GENTRY =~ CHAIRMAN
|
HOME & FAMILY LIVING TECHNOLOOY
| i .
] | | 1 . , ]
Homesaking Parent Education Conatruction afting Electro- lectronics chanical
i R. Reinertson E. Lieberman U. Liewer . Wolff chanical « Halverson| M. Gentry
Dept. Head Dept. Head Dept. Head pt. Head o Armstron pt. Head pt. Head
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Top~ Zerely City Colleme

DUTIES OF DEPARTIMENT HEAD

The department head shall be responsible for the instructional program of
his department, regardless of the location of classes. He shall cooperate with
all members of his department and his recommendations to the dean of instruction
shall reflect the majority opinion. A department head shall perform the following

duties:

1.

2.

3.

L.

5.

Te

8.

9.

10.

6/9/65

Recommend to the dean of instruction texts and other instructionzal
materials,

Recommend to the dean of business services the annual departmental
budget -~ facilities, equipment, materials, and supplies; anticipate
and initiate requisitions for supplies; maintain annual inventory
of department equipment and supplies.

Maintain an active role in the development and upgrading of the
instructional program of his department - new courses, revision of
existing offerings, updating of course outlines, and catalog materials.

Submit recommendations regarding the best utilization of staff -
teaching load, teaching assignments, and class size.

Recommend the fall, spring, and summer session departmental schedule
of classes for all locations.

Advise the dean of student personnel services of needed guidance
services related to departmental offerings and requirements at all
universities and colleges to which our students transfer,

Organize and implement the testing and screening procedures for
placement of students at proper levels in subject fields.

Meet bimonthly, and as needed, with members of his department and
the dean of instruction to discuss, plan, and develop the instructional
program of the college.

Assist the dean of instruction in the selection of personnel for the
departmental staff, day and evening,

Attend meetings of department heads called by the dean of instruction.
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Lone Rezch City Mollese

DUTIES OF DIVISION CHATRMAN

A division chairman shall perform the following duties:

1.

2.

3.

k.

5

é.

7.

Meet regularly with the dean of instruction to evaluate the.
academic program of the college and to formulate plans for its
improvement.

Coordinate the activities of the department heads within his
division.

Coordinate the offerings within his division and the scheduling
of staff assignments in more than one department.

“nter iasto budget problems of the division only when requested
by the dean of business services, the dean of instruetion, or
the department heads.

Appoint a committes to evaluate the academic progrem of his
division and recosmend changes in curriculum to the College
Committee on Ourriculum and Mnstruction (to replace foimer
instructional area committees).

Coordinate &nd submit to the dean o” instruction all materials
from his division to be considered w the College Committee
on Curriculum and Instruction.

Be available for consultations with the various advisory committees
that are part of the activities of his division.




LOS ANGELES CITY JUNIOR COLLEGE DISTPICT

East Los Angeles College

The departsent chairmen represents his departasnt in mstters relating to
all administretive offices of the collsge.

I. Responsibility of Departmeut Chalrmep to the Desp of Edueetional

1. Prepares requests for departasnt supplies—non constamablss and

equipment..
2. 1s responsible to the Dean for safety and security of educe~
tional equipment in laboratories and preparstion rocms in

special-use teaching statioms.
3. 1s responsible for safety instruction covering use of tools

and machines as well as equipment used by the departaent.

II. Responsibility to the Desn of Studemts

1. Participates in the selection and approval of those: students
-u;m. for departmsnt honors, scholarshipe, and grante-in-

2. Rofm students requiring help with health problems to the
Dean of Stwdents.

m-wa'mmgmmm

1. Encourages students who need guidarcse to comtact the counselors
office.

2. VWorks closely with theDean and with the counselors in course
adviging of studemnts.

3. Prepares and sulmits such srmmmary reports as are required by
the office of admissions.

IV. BRespopsibility to the Degp of Instruction

1. Submits proposed departmsnt schedule of classes.

2. Prepares course outlines of departmental offerings, and modifies
and amends these cutlines as course offerings change.

3. Sulmits recaamendations of the departzsnt for adiitiomal courwey,
deletions of courses, and major modifications of course comtent.

k. Vork with the Dean to schednle course offerings with other
departaents and for the benefit of student programs

S. Presents departmsntal recosmendations for choics of official
textbooks in all courses offered.

6. Attends meetings of depsurtment heads and chairmesm, and couveys
information to msmbers of his departasnt. Ee, likerise,
represents his departasnt's opinion to other departasnts and
to the administration

R P
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EAST L., A, COLLEGE (con't)

DUTY STATEFNT
DEPARTWENT CRAIRMEX (cont.)

IV. Responsidility to the Dean of Instruction (comt.)

3.

W Ty W VI R VU ID. - WA WEUY VP UPEPUY VIVUUOPTRIND 5 Wi+ 87 TYOR
* )
Py L ]

T

7.
8.
9
10.
1.
12.
13.
V. [esponsilility to the Desn of Evening Division
- 1. Recommends departmsntal offerings for the Evening Division

Is responsible for the oriemtation of new members of his
departaent.

Participates in the interviews for the selection of new
instructors in his departaent.

Prepares and submits performance ratings of substitutes and
probationary inztrectors.

Represents the department in official meetings called by the
district and reporis to the dean and to members of the depart-
mont.

Supervises inctrustion in all courses offered by the departs
ment .

Participates in ths compilation of materials used in the
organized classroom teaching report.

Requests library and audio-visual acquisitions suggested by
teaching staff and transmits these requests to the Dean who
is Ohairman of the Library Committee.

schedule,

Participates in the supervision of Evening Division class
offerings, to insure uniformity of lsvel of instruction and
courss oontent.

Recommends selection and retention of part-time instructors

mmw.
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LOS ANGELES CITY COLLEGE
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LOS ANGSLES CITY COLLEGE

DUTIES OF DEPARTMENT CHAILI'AN

“TEACHING

The chairman serves as a member of the teaching
faculty.

CURPICULL
The chairman has the responsibility of developing
new curricula, new courses, and coordinating the
sclection of textbooks and instructional raterials
with the assistance of the faculty.
INSTPUCTION
The chairran prepares the schedule of classes and
instructor assignments. He is also responsible
for the coordination of the instructional program.

PERSONMEL ADMINISTRATION
The chairran assists in the selcction and cvaluation
of new faculty and other personncl matters.

SUPPLYES AND EQUIPMENT
The chairman with the assistance of the faculty
prenares required budeets for cquiprent and supplies.
The chairran is also rcsponsible for the sccurity
of all cquiprnent and the raintenance of periodic
invcntorics.,

CTHEP DUTIES
The chairman is respensible for such other dutics
as nay be assigncd.

Office of Instruction
3/21/66
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Los Angeles Harbor Junior College
Special Faculty Bulletin, Vol. XX, No, 28
May 8, 1959 - Page 2 '

1.

2,

3.

be
5e
6.
7.

e
15.
16,
17.

18,

19.

20,
21,
22,

23,
Rie

DUTIES OF DIVISION CHAIRMEN

Assists in develomment of curriculum as a member of the Curriculum and
Instruction Committee,

Prepares division schedule of classes.

Acts as liaison between the administrator and the instructor, and between
the student and the instructor.

Agssists in the recrwtment and selection of teachers.
Assists in apportioning supply and equipment money.
Supervises and evaluates instruction,

Aggists the administration in the development of college policies in his
capacity as a member of the Administrative Council,

Prepares catalog materials,

Initiates and processes alterations and irprovements, maintenance, and
repair and replacement requests,

Informs the administration of instructor needs.
Plens covering of classes in absence of instructor(s).
Preperes division end instructors! reports.

Assists in the selection of textbooks, reccmmends their final approval,
and orders them.

Promotes and assists in the organization of advisory committees.
Orjenis substitute instructor(s) in absence of regular instructor(s).
Holds Aivision meetings.

Makes certain that course outlines and library reading lists are prepared
by all instructors in the division,

Processes equipment and supplies and audio-visual requests for members of
the department.,

Represents the college and the division at local and area meetings.

Tokes responsibility for the maintenance of grounds and plant,

UArbitrates" disputes within the division,
Coordinates examination materials within the division,
Promotes ordering and use of library materials,

Organizes end supervises In-Oervice training and institute programs.
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1.0S ANGELES VALLEY COLLEGE

Responsibilities of Department Chairmen and Representatives.

The department chairman, under the directicn of the President or
his designated representative, acts as chairman of the instructars
in the department and assists the adminisu.ctive staff by
performing the following duties:

1) Serves as an instructor.

2) Reports to the respective Deans the concensus of the department
relative to class schedules for each member, office assignments
and rocm schedules for all classes offered by the department,
day and evening. He gives technical advice relative to. the
competence of the instructors in the department to teach
particular courses, and lie is responsible for the supervision
of instruction and the administration of standards,

3) Conducts derartmental studies, as needed, on matters
concerned with scholarship standards, final examinations, grade
distribution, and related items,

L) Assists in coordinating a study schedule for each major field
offered by the department so that students in these major
fields will not have conflicts in their study programs.

5) Works with the Dean of Instruction for the growth, improvement,
and expansion of curricula to better prepare students for
emplovment.,

6) Informs instructors of the changing requirements of universi-
ties to which stucdents matriculate, and recommends modifi-
cations of the courses which parallel university offerings.

T) Acts as liaison between acninistrators and instructors within
the department in such matters as instructor's examinations,
preparation of gpecifications for instructor's examinations,
and in-service training activities,

8) Aids instructors in preparation of syllabi, in textbook selec-
tion, preparation of . »vse outlines, and the use of audio-
visual aids.

9) Represents the President's office in insuring that all in-
structors in the department who are teaching the same subjects
use spproved textbooks and materials and cover equivalent
course content diuring & given period of time.

10) 1Introduces new instructors to their duties and responsibilities,
interprets the functions of the institution as a comwnity
college for (1) preprofessional curricula, (2) semi-
professional curricula, (3) extra class activities as a part
of the educational experiences of the student.

Works with the counselin: staff in determining departmental
curriculum for the College catalog.

Assumes responsibility for the selection, ordering, and care
of the necessary supplies and equipnuent.

Performs related duties as required.
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AMERTCAN RIVER JUNICR COLLEGE

10

bl _l_.‘!\uwn Chairmen

10.

11,

12,

13,

14,

15,

Recommend to dean of instruction staff changes and additions within the
division

Cooperate with dean of instruction in recommending curricular chanpes and
revisions,

Recommend to dean of administration the purchase cof supplies and equipment
for the division.

Review and approve budget requests and purchase requests of instructors
within the division.

Vork with associate dean of instruction in supervision and evaluation of
instruction, and in programs directed toward improvement of instruction.

Promote, organize, develop, coordinate, evaluate and recommend revisions
in the instructional program of the division.

Assist in selection of new faculty members and make recommendanore for
recruitment of instructors to dean of instruction.

Assist in selection of probationary instructors to be granted tenure.

Make recommendations concerninr instructor and room assionments, and
assist the associate dean of instruction in developing the schedule of classes.

Consult with campus director of library services on ordering books,
periodicals, and records; preparation of lists of titles for reserve
circulation; and audio-visual supplies for the division.

Teach assigned classes and maintain office hours.

Facilitate liaison between division members and instructors in similar
subject matter fields in district hich schools and neiphooring colleges.

Assume responsibility for periodically reviewing and evaluating the
professional progress of members of the division.

Meet with evening instructors who teach courses that are also offered in the
day division, and make recommendations directed at having cvening courses
correspond in content and instruction to comparable day classes.

Assume special responsibilities on assignment.
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SACRAMENTO CITY CCLLEGE

Division oz Department Chsirwman
Under the direction of the appropriate Associate Dean snd Dean:
a. Acts as liaison officer between segments comprisirg his

division or department and sssumes leadership im promoting
the cooperation of the instructional staff.

b. Assicis in developing and coordinating curriculs in the
area of his responsibilicy.

c. Prepares the budget requests of the division, fnitiates
requests for requisitions, and eckno:.lzdges items received
on purchase orders.

d. Serves as presiding officer at staff meetings.

€. Assists in the evalustion of the steff and programs.

f. Assumes responsibility for the proper utilization and

adequate protection of college property allocated to the
divisfon. '

g. Administers division budget.

h. Assists in the preparation of class schedules and catalog
materials.

1. Performs such other duties as may be asssigned.
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COLLEGE OF MARIN

CERTIFICATED EMPLOYEZES

DUTIES AND RESPONSIBILITIES

Division Chairmen

1.

10.

Promote, organize, coordinste, and develop division programs under
the direction of the Dean of Instruction and in ccoperation with the
teachers in the division,

Recommend staff changes and additions within their divisions,

Pecommend curricula changes to the Dean of Instruction,

Be in charge of ordering, maintenance and care of instructional
equipment and supplies.

Assist in the preparation and administration of the division budget,
Maintain regular office hours as postec

Report to the Dean of Instruction on the supervision and
evaluation of instruction and instructors,

Assist in the evaluation of probationary teachers.

Arrange for substitute teachers and report weekly to the Dean
of Instruction.

Review lesson plans and instructional materials used by teachers.

Department Heads

Coordinate sections and classes under the direction of Division
Chairmen,

Allocate and care for instructional equipment and supplies.
Assist in the supervision and evaluation of teachers and courses,

including the evaluation of probationary teachers within the
department,

Perform other duties assigned by the Division Chairman or the
Dean of Instruction,




Board Policies 2410
MERCED COLLEGE

-
~5 ORGANIZATIGNAL CHART
1965-67
ELECTORATE
BOARD OF TRUSTEES
Buddy T. Iwvata, Chairman
Walter Crawford, Vice Chairman
Anthony H. Rose, Clerk
Byron Cunningham, Member
John R. Hann, Member
Presidert-Superintendent
Lowell F. Barker
: :
: :
Faculty---c--- ccadeaet s---4---Administrative Staff
Cabinet---ccecce- -J---} Aeead---Bookstore Board of Control
Faculty Senate---4---1
|
Dean of Instruction Desn of Student Personnel Business Manager
Jack E, Williamson Loren R, Irwin Earl J. Fry
Assigstant Dean Asgistant Dean
of Instruction of Student Personnel
John Mehrens Oscar Ramirez
3 Division Chairmen Director of Athletics
L . Loyd Prichard
Librarian Counselors Assistant to J
Marion East and Advisors Business Mgr. T
H.J. Ramp
) Full-time and Part-tire Faculty

Students, Day and Evening, Full-time and Part-time
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MERCFD COLLFGE

7,22

¥

DUTIES AND RESPONSIBILITIES OF DIVISION CHAIRMEN

Under the direct supervision of the Dean of Instruction and Assistant
Superintendent for Instruction, the division chairman performs the following
duties:

1. Gives general leadership to the division,

2, Provides for articulation within the division in the day program.

and between day and evening classes,
3. Has general supervision of textbooks and ma‘erials ordersd for

classes in the division.

4, Assists in the observation of classes of part-time evening teachers.

S. Assists the Dean of Instruction and Assistant Superintendent for
Instruction with teacher selection, scteduling of classes, preparation
of budget and budget control, textbool. selection, preparation of
course outlines, maintensnce of the course outline file, and general
assistsnce in curriculum developmen: and the fastructional program,

6. Prepares news releases concerning che assigned areas of responsibility,

- News releases are to be submitted to the Dean of Instruction and

Assistant Superintendent for Instruction,

7. Submits an annual report to the Dean of Instruction and Assistant

Superintendent for Instructior.,

e arhhnd i iintt i abd b et e adi gt AR e A Al
o
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MODESTO JUNIOR COLLEGE
DFPARTME'\UAL ORGANIZAHON

The teclty s grouped into depaitments, each with a chairman  tn additine., the libiarian is 1e cog-
ice 5o a department chairman Cha::raen are subject to appcintment anrually upon recommendation
of the Supelintendent- Piesident The chairman has the central and primaiy r1esponsibility for the de-

e Eet . e o 8 e = ————— ———

velopment and impiovement of the program and faculty of his area of instiuction.

His specific duties are

[o coordinate departmental activities in evaluation and development of curriculum

2. To serve as depoitmental representative on the Curriculum Committee

(%]

To work closely with the Vice President-Instruction, and with the Vice President-Adult Education
in the procurement, orientation, and evaluat’on of personnel in the department, both day and
evening divisions

4. To prepare depaitment budget requests and to supervise expenditures

5. To prepare class schedules for the department and to provide for control of sections at registration

Following is a list of the Department Chairmen:

Art Mr. Paul Corrigan
Agriculture M: . Ernest Tarone
: Business . Miss Carol Savage
t) Counseling Miss Vivian Manha
Engineering and Engineering Technology Mr. Rex Waymack
Home Economics Mrs. frene Carlson
| L "rary Dr. William Stanley
Law Enforcement Mr. Jack McA:thur {Acting)
: Literature and Language Arts Dr. John H. Jennings
Mathematics Mr. James Pierce
Music Mr. Robert McKnight
f dosizg  Heal {4 U-(‘-‘,i,d“.csd Mrs. Genevieve Johnson
Physical Educatior Mr. Leon Lafaille
Science ~Dee—DoncanTthomsen M,. Paul Kortz
Social Science ~ Mr  Paul Christian
Speech Dr. Edward McClarty
Trade -Technical Mr  Heward Bake:




MONTEREY PENINSULA COLLEGE

20.

DUTIES AND RESPONSIBILITIES
OF THE
DIVISION CEAIRMAN

The Division Chairman shall serve as liaison between the members of his division
and the administrative officers. He shall be directly responsible to the Dean of
Instruction on all matters, except thosge relating to student personnel, in which
case he will be responsible to the Dean of Student Personnel.

The Division Chairman shall:

1, Participate with Administration in the selection, supervision, and evaluation
of instructors within his division. In this process he will be responsible for
assisting members of the division to search out the most effective means of
instruction for the students within that division.

2. Participate and coordinate with the Administration in the development,
revision, and evaluation of the curricular offerings of his division.

3. Coordinate the preparation of requisitions for supplies and equipment for his
division provided tha appropriate clerical help is available.

E 4, Assist and coordinate the preparation of the annual budget for his division.

{ He will be responsible for presenting and defending this budget but will not
be responsible for recommending or administering cuts or adjustments in the
budget.

5. Administer the day-to-day program of substitute instruction, working in close
cooperation with the Dean of Instruction who is responsible for recruiting,
credentialing and maintaining a pool of qualified substitutes.

6. Covurdinate the preparation of the master class schedule for the division.

7. Coordinate the evaluation and equalization of teaching loads within his
division.

8. Consult with the librarian regarding the library collection as it relates to the
curriculum of his division.

9. Coordinate the activities of the departments within his division as these are
developed. '

10, Conduct regular meetings of his division to insure effective communications
among members of the division. '

11, Participate with the Administration in the liaison between the college and high
schools and between the college and other colleges and universities.

-83-




MONTEREY PENINSULA COLLEGE
21.

12. Participate with the Administration in the liaizon between the college and
industry, business and other community groups as it pertains to the division.

13. Coordinate the preparation of course outline s and textbook selection for the
division and maintain appropriate files of these activities,

Method of Selection, Tenure and Compensation of Division Chairmen
M

Division (Chairmen shall be appointed by the President. Each division will nominate
two persons whom they consider qualified for the position and will submit these
nominations to the President. The President will consult with members of the division
prior to making his final appointme:...

In the event that it would be appropriate to bring 1a a Division Chairman from outsice
of the regular faculty, the Administration will consult with the division first.

Division Chairmen may be re-nominated for successive terms.
Division Chairmen will be reimbursed for this assignment as follows:
1. Through appropriate reduction in teaching load

2. Through hourly pay for supervision of the evening or summer program as
determined in advance with Administration.

3. Through the regular salary schedule for extra assignments beyond the regular
teaching year.

-84~
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GOLDEN WEST COLLEGE
DIVISIONAL ORGANIZATION

The instructional program at Golden West College has been organized into
seven divisional units each headed by a Chairman, Alchough it is necessary
to maintain these operational units as separate administrative identities,
the artificiaiity of divisional boundaries is acknowledged. Faculty members
are encouraged to develop interdisciplinary or inter-divisional courses and
curricula vhen it serves the interests of our students to do so.

Business Mr., Edwin Aronson, Chairman
Commmincations Mrs. Edith Freligh, Chairman

Mrs. Beverly Grey, Assistant Chairman
Fine & Applied Arts Mr. John Wordes, Chairman
Matheunatice & Science Mr. David Pierce, Chairman

Mr. Hayden Williams, Assistant Chairman
Physical & Recreation Education Mr. Fred Owens, Chairman
Social Science Dr, James Catanzaro, Chairman

Technology Mr. Edward Parsons, Chairman

THE ROLE OF THE DIVISION CHAIRMAN

Divisional structure., Pivisions at GWC are designed to afford close ties
between kindred disciplines, and to provide a simple basis for the integration
of the entire curricular and co-curricular program of the college. In
addition, The division serves as the framework for the advisement of students,
and as a basis for student government, The division chairman is accordingly
responsible to the Dean of Instruction and the President for the staffing,
promotion, coordination, and development of divisional programs relating to
instruction, advising, and divisional student affairs.

Curriculum development., In keeping with the commitment to instructional
leadership, the division chairman enccurages close liaison with the community,
and guides the diision in the constant development of responsible and
creative 2ducaticual goals and the acceleration of the division's program

in view of these goals by new and thoughtful means, For this reason the
division chairman represents the division e¢n the Curriculum Council of the
college,

Supervision and evaluation., Also within the charge of the chairman is the
familiarization of probationary persomnel with divisional and college assign-
ments, and the assistance in professional development of each division

; member, In this light the chairman assumes responsibility, with the Dean of
Instruction and the President, for faculty evaluation and ensuing recommen-
dations. Not only is the direct instructional competence of the division
member within the ambit of evaluation, but the teacher's role as adviser is
also considered. Hence the chairman works with the Dean of Students and the
division counselor in heightening the division's contribution to student
advisement and student career selection,

) Budget and supplies. Finally, the supervision of the procurement and use of
supplies and teaching aids is the task of the chairman., The division
chairman approves all teachers' requests for supplies and equipment, He
recomnends annually all matters pertg’ging to the division budget.
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G"ANGE COAST COLLECE

RESPORSIBILITIES OF DIVISION CHAIRMEN

Division Chairmen have the following responsibilities and duties:

Promote, organize coordinate and develop the program of their divisions.

Develop with the Dean of Imstruction recommendations for staff changes
and additions within the division.

Recommend a schedule of classes for his division each semester to the
Dean of Imnstruction.

Recommend to President curriculum changes for the division.

Recommend to Assistant Superintendent, Business the purchase of supplies
and equipment for the division.

Teach classes.

Stimulate ways am_i meens for improvement of instruction within the division.
Work with high schools tc coordinate educational offerings.

Submit annual written report tc President.

Maintain office hours.

RESPONSIBILITIES OF ASSISTANT DIVISION CHAIRMEN

Under general supervision and coordination of Division Chairmen, Assistant
Division Chairmen have the follcwing responsibilities for a designated
portion of the instruction fields included¢ in the division.

Recommend curriculum changes.

Assist in the supervision of instruction and stimulate ways and means
for the improvement of instruction.

Recommend purchases of supplies and equipment.

Assist the Division Chairman, upon request, with other work of the Division.

Msintain office hours.
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PALOMAR COLLEGE 1966-67

9. Assgistant Deauns of Instruction

The instructional organization of PFalomar College con-
sists oo tvo divisions: Hmanities and Science,
Technology and Business. The Assistant Deans are
directly responsible to the Dean of Instruction for:

i a. The scheduling, with the departient heads concerned,
of all graded classes in the division, Gay and evening

b. Coordination of curricula in the division through
membership on the Curriculum Com:ittee.

c. Screening of requisitions for equipent and supplies
originated by the department within the division.

d. Mdaintenance of liaiscn with the Business Manager
regarding depas-tiiental budgets and expenditures.

e. Assisting in the coordination of Adult Evening Div.

- offerings with the curricula of the College.
f. Coordiration and approval of texts usced in the day
and evening programs.

g. Periodic examination of the syllabi for courses
vithin the division and recoimendations to depart-
ment heads for needed revisions.

h. Interviewing, with the depcrtment heads concerned,
candidates for teaching positions vithin the divi-
sion, both day and evening, vith subsecquent
recoumendations to the Dean of Iastiuction.

i. DBringing to the attention of the administration out-
standing instructional practices on the part of
teachers within the division.

J. Acts as Director of Summer Session on alternate yeoais.

Q ‘ _91-




PALOMAR COLLEGE FACULTY MANUAL 1966-67

Vol
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II. ADMINISTRATIVE ORGANIZATON - C., 9 (Contimued)

k. He renders assistance to instructors in the improve-
ment of classroam instruction ard trans.its evalua-
tion reports to the Dean of Instruction.

1. He is a member of the Administrative Council and the
Curriculwc Committce.

10. Director of Vocational Education

The Assistant Dean of Instruction in charge of Vocational
Bducation is responsible to the Dean of Instruction in the
iollowing areas:

a. Work with various lay committecs in each of the
vocatisonal areas.

b. Assist and direct contimiing surveys in the area orf
vocational education.

c. Devc;gp Projecis under the Vocational :Hucation Act
oif 1963.

d. Represent the College with state and federal agencies
working with vocational and technical education.

e. Serve as a liasison betveen the College and various
agencies in the County.

f. Assist the Dean of Instruction and Dean of bvening
Division in securing qualified persomnel in technical
and vocational areas.

, €. Assist the Dean of Instruction and Dean of “vening

{ Division in the coordination of the vocational education

* program, its evaluation, curriculum development and publi-
cation of brochures.

h. Coordinates the apprenticeship program in cooperation
with lay committees.

i. Provide information as needed to employers or committees
concerning student progress (non-confidential).

J. 1In cooperation with the Dean of Students and counseling
staff, assists students regarding occupations.

k. Supervise prepcration of budget requests and capital outiay
requisitions {or occupational areas.

1. Provide leadership at the coordination level vhen and if
needed in furtherance of the vocational efiorts of Palomar
College.

m. Submit an annual report of the technical vocational
Program Lo the Dean of truction.

. 11. Director of Library Services

The Assistant Dean of Instruction in charge of library Services
is responsible to the Dean of Instruction in the following areas:

a. Supervising ca.pus libraries.

b. Implementing libiary philosophy and principles as
determined by Board of Governors and Administration.

c. Building 2 ca.prehensive, well-rounded, up-to-date book
collection.

-92-
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PALOMAR COLLEGE FACULTY MANUAL 1966-67

10

€  II. ADMINISTRATIVE ORGANIZATION - C., 11 (Contimued)

Supervising cudio-visual departrent and learning resource
materials other than books.

Supervising staff of librory aseistants.

Preparing annuel budget for cll Library Services.
Maintaining of liaison with the Businees Manasger

regarding budgets and expenditures.

Making requisitions for equipment and supplies for

the library operation.

Interviewing candidates for library positions, professional,
classified, and student, with subsequent recommendations
to the Dean of Instruction for professional positions,

and tc the Business Manager for classified and student
positions.

Scheduling classes in the Depertment of Library Seience,
Conducting periodic examination of the syllebus file for
courses in the department.

Preparing bibliographies, reports, and questionnaires.
Coordinating library purchases of books and learning
resource materials with the curricula of all departments
through membership in the Curriculum Coumittee.

Selecting books and periodicals to supplement courses
taught in all departments.

Bringing to the attention of the administration ana
faculty new books and instructional materials in their fields,
Conferring with department heads and instructors to build
up the book collection in their fields.

Serving as a member of the Administrative Council, the
Curriculum Cormittee and chairman of the Library Committee,
Maintaining relations with the community by giving book
reviews, talks, and guided tours of the library.

V12, Department Heade

Department llcads are responsible to the Dean of Instruction,
through the appropriate Assistant Pean of Instruction, for:

Coordination of curricula in the J:nartment. Are
permanent rembers of the Curriculw Lomittee.
Approval of texts for courses within the department.
Sereening of budget requests and approval of requi-
sitions for equipment and supplies for all fields
within the department.

Preparation of annual departmental inventories of
equipment and supplies.

Maintenance of current sylloki for all courses
within the dcpartnent.

Interviewing candidates for positions within the
department ond making recomucndations therefrom,
Improving thc instruction, in the discipline by
constant cvaluation of instructors and instructional
materialse.
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PASADENA CITY COLLEGE

and Responsibilities of DETARTMENT CHAIRMEN

Appoint departmental committees

e and submit the Schedule of Classes to the Administrative Dean, Day College, for inclu-
sion in the master schedule
Make recommendations to the President regarding (a) the selection of new teachers, (b) teach-
ing assignments of the respective departmental faculties, (c) rating of probationary and perm-
anent teachers
Provide that a teacher be present for all classes (secure a substitute, if necessary, through the
proper channels)
Report to appropriate offices the names of long term substitutes (or whoever is responsible)
when the substitution extends over a period when official documents, such as grades, will be due
Make recommendations to the Administrative Dean, Instruction, regarding changes in existing
course of study, the elimination of old courses, or the addition of new ones
Make recommendations to the Administrative Dean, Instruction, for textbook adoptions
Make arrangements through the College Bookstore for the ordering of appropriate numbers of
textbooks and adequate supplies
Make recommendations to the Administrative Dean, Instruction, for development and main-
tenance of sequences of courses within the respective departments
Approve exceptions which seem necessary and desirable involving students working through
sequences of courses (the recommendations to come from the counselor)
Make recommendations to the Administrative Dean, Instruction, regarding prerequisites of
courses
Utilize services of the Administrative Dean, Instruction, and the Director of Vocational Educa-
tion in planning and carrying out the instructionai program, including planning for new facilities
and for budget
Hold departmental faculty meetings as needed
Administer a program of professional growth within the department and provide professional
leadership, including the promotion of such inservice educational activities of faculty as in-
service institutes, attendance at educational conferences, visitations to other colleges and to
business and industrial plants
Prepare a departmentai budget and subinit it to the Business Manager
Submit to the Business Manager requisitions for supplies and equipment and confer with him
regarding them
Cooperate with the President in carrying out within the respective departments the general poli-
cies of the College

Arrange for a ready and pleasant introduction of new faculty members to the department, the
College, and the community
Supervise departmental co-curricular activities in cooperation with the Dean of Student Activities

Become familiar with the quality of instruction being given by all teachers within the depart-
ment and, through approved supervisory procedures, aid the teachers in the improvement of
instruction

Cooperate with the Administrative Dean in charge of Extended Day and Summer Sessions in
the improvement and facilitating of the instructional program of credit classes, including the
selection of teachers, the maintenance of standards, the adoption of courses, the approval of the
rfnas:er schedule of classes, and determination of appropriate supplies, equipment, and physical
acilities

Become familiar with the Educational Services Division and advise regarding its improvement
Interpret policies of the College to the members of the department

Maintain office hours which shall be at least in the same proportion to eight hours a day that
their administrative assignment is to fulltime (e.g, a 50 department chairmanship equals
four hours daily)

Actively participate in the coordination of inter-departmental projects of educational value
Cooperate with system-wide Directors (where such are assigned) in carrying out within the
department the policies of the system, and attend meetings called by such Directors

Keep the President informed regarding the general conditions and morale within the depart-
ment, and make recommendations to him for improvements

and Responsibilities of ASSISTANT DEPARTMENT CHAIRMEN

Represent the Department Ciairman in the fulfillment of duties and responsibilities applicable to
Extended Day teachers and ciusses (the line responsibility for the Extended Day program being
from the Assistant Department Chairman to the Department Chairman to the Dean of Extended Day)
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PORTERVILLE COLLEGE

Section 123  DIVISION CHAIPMAN

Division Chairmen are appointed by the President of Porterville College and appoint-
ments are subject to annual review.

Section 124  RESPONSIBILITIES

A Division Chairman has the primary responsibility of assisting with the supervision
of instruction in the division involved. He shall assist the Dean of Instruction
with In-Service Training and shall be a consultant to the administration in the
special area or field of assignment, He shall also assist the Dean of Instruction
and the President of the College in the development of the budget and management

of the physical facilities, 2nd the improvement and development of instruction in
the division involved.

Section 125 MAJOR DUTIES OF DIVISION CHAIRMEN

A. The Division Chairman will assist the Dean of Instruction in evaluation of
ingtructors in his particular area of responsibility,

B. He shall assist the Dean of Instruction and the President of the College
in matters of employment by sitting in on interviews when so requested and
providing evaluation of scholastic training, interpretation of transcripts,
professional attitude, and personality of candidates.

C. The Division Chairman shall have the opportunity to recommend concerning
employment when so requested by the Dean of Instruction or the President,
but it is recognized that final judgment for employment lies with the
President who has the further responsibility of recommending to the District
Superintendent on all matters of employment.

D. The Division Chairman shall be in charge of ordering, care and maintenance
of instructional equipment and supplies.

E. The Division Chairman shall review the number of students in classes and
make recommendations relating to sizes of classes, sections, and schedules,

F. The Division Chairman may make recommendations regarding curriculum and
methods of instruction,

G. The Division Chairman shall perform such other duties delegated by the
President of the College.

Note: These duties and responsibilities are currently under study for possible
revision,
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REEDLEY COLLEGE

ADMINISTRATIVE DUTIES

Division Deans and Department Heads:

Major duties and responsibilities:

(a)

(b)

(c)

(d)

(e)

(f)

(g)

(h)

Have general charge of the work of the division
under the direction of the dean of instruction.

Be in charge of ordering, care and maintenance
of instructional equipment and supplies.

Assist in the preparation and administration
of a budget for the division.

Review the numbers in classes and make recom-
mendations relating to sections, schedules, and
the assignment of instructors.

Make recommendations regarding curriculum and
methods of instruction.

Supervise and visit classes of teachers under
their divisions for the improvement of
instruction.

Assist president and dean of instruction in
selection of new teachers.

Perform other duties assigned by the president

or dean of instruction.
%
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RIVFCSIDE CITY COLLEGE

I1 - Administration and Orgcnization y,

3.

7/66

Divisional Org~-niz:ztion .nc¢ Respensibility

a.

The organizational unit mc.t important to teaching
faculty is the instructional division. The detailed
procedure for division operation described in the
following paragravhs was developed jointly by faculty
and administratiorn.

Division chairmen are appointed by the president of
the college with the advice of tenured faculty of the
division concerned and such cther persons as the
president may consult, and with the approval of the
Board of Trustees. The anrointment is normally for a
three vear term, with no restriction on the number of
terms and with an annual review of performance Ly the
president.

The function of the division chairmen is to assist

the administratior and the division faculty in devel-
oping and implementing policies and procedures which
will provide for the effective and efficient operation
of the instructional program of the college.

In the performance of this function division chairmen
are responsible to the college presidert and designated
members of his administration for interpretation of
pertinent college policy and procedures to division
members and for the implementation of sucl: policy and
procedure.

Division chairmen are responsible to the division
fzculty for conveying and interpreting to the college
president and designated members of his adninistration
recommenrdaticns mace by the division for modifications
in policy and procedure which affect the instructional
program cf the ccllege.

The authority necessarv to the performance of their
general functicn and their specific duties is delegated
to the divisier chairmen by the president of the
college and, ins~far as their irdividual or group
interests are represented by the chairman, by the
members of the division faculty.

The specific cuties assigned to division chairmen under

the current organizational plan of the college are as
follows:
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Riverside C.C. (Con't)

II - Administration and Orecanization 5.

7/

6

(1)

(2)

- ——— e — S > —

To work with division faculty members by indivi-
dual consul+tation, group meetings, and other
approoriate means to insure oppcrtunity for
faculty participation and to promote faculty in-
volvement in such matters of professional concern
as the following:

(a) Preparation of teaching schedules.

(b) Selection and evaluation of instructional
materials and eguipment including recom-
mended textbooks, library materials, and
division instructional equipment.

(c) Curriculur development and course evalua-
tion including maintenance of current
course outlines on file.

(d) Develo-ment and meintenance of standards
of student performance, particularly in
multi-section ccurses.

(e) ' Selection and evaluation of division
personnel when appropriate.

(f) Orierntation and inservice educatiocn of
new faculty members.

(g) Professional development of individual
faculty.

The division chairman will schedule a minimum of
three meetings per semester at which matters of
division concern are discussed and will provide
the college president, and appropriate members

of his adninistration, with the minutes of such
meetings and any specific division recommendations
resulting from such meetings.

To assist the rresident and designated members of
his admiristration ir

(a) Determining neel for new faculty members
- i [ ] * y
for the division.

(b) Selection of new faculty members in con-
sultation with appropriate division members
when nractical.
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tiverside C.C.(cont')

j II - Administration and Oreanizction 6.

(c) Crientation and incervice training of pro-
»aticnary faculty.

(8) The annual evaluation and recommendation
for reemployment of prcbationary faculty
members, including the recommendation for
tenure, and following consultation with
the tenured members of the division.

(e) The professional davelopment of all division
faculty members in cooperation with the
Professional Achievement Cormmittee.

(f) The development of appropriate instructional
facilities.

(3) To work with the adrministrative dean in

(a) The development of the annual division
budget.

(b)° The approval of division requisitions for
supplies, equipment, and inservice.

(c) The supervision of division physical facil-
jties, eguipment and supplies.

(4) To work with the dean of instruction in

(a) Curriculun developrment through division
curriculum representative.

(b) Maintenance c¢f current course outlines.

(c) Improvement of instructional techniques
and methods.

(d) The provision of appropriate instructional
materials, supplies, equipment and facil-
jties includine textbook selection and
placing of teutbook orders with the
bookstore.

(e) Preparatior. of teaching schedules.

(5) To werk with the dean of extended day and summer
session in

(a) Determining extended day and summer course
offerings.

7/66
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Rivergide C.C.(Con't)

II - Administration and Coranirotion 7.
(b) Cooxdinating course conterit and instruc-

tional starndards between day and extended day
day offerines of the college by individual
and/cr group work with part time faculty
assicned to evening instruction.

(6) To work with the various student personnel ser-
vices--admissions and records, activities,
counseling--as needed to improve liaison between
these activities and thcse of the instructional
divisions.

(7) To conduct such other activities as may be
assigned by the president to promote the instruc-
tional progran of the <Zivision.

Released time and/cr additional salary compensation

for division chairmen shall be administered by the presi-
dent of the coll=zze in accordance with current policy

of the Board cf Trustees.

It is recognized that existing divisional organization
may require modification to fulfill its functions as
the ccllege grows. Recommandations for such modifica-
tion may be initiated by the division faculties, the
division chairmen, or the college administration. Re-
commendations which can bhe accomplished within the
current policy of the Board of Trustees for released
time and/or additional salary compensation may be
authorized by the president of the college after con-
sultation with the personnel affected. Recommendations
requiring modifications to existing board policy on
released time and/or adZitional salary compensation may
be recommended by the president of the college for
approval of the Board of Trustees after consultation
with the personnel affected.

-106-




SAN BERNARDINO VALLEY COLLEGE

(Sample Organization Chart for
Division of Humanities)

SUPERINTENDENT AND PRESIDENT
DR. B. J. SHEFFIELD
VICE PRESIDENT VICE PRESIDENT VICE PRESIDENT
BUSINESS INSTRUCTION STUDENT PERSONNEL
R, F. ELLERMAN J. VU, McDANIEL R. M. BACKLER
~L
CHAIRMAN
DIVISION OF HUMANITIES e
PIGOTT
( l
1 DIVISION DIVISION SECRETARIAL
3 ADVISORY STUDENT ASSISTANT
COMMITTEES COORDINATOR SUPPORT
ART ENGLISH FOREIGN HUMANITIES MUSIC
LANGUAGE BALDWIN
LAVRENCE BROHOLM ANTON BOYLIN CONFER®
SPEECH JOGRNALISM
GUNN LUCAS
FACULTY
*Note: First named individual serves as Head, 1965-66; second named
individual will serve as chairman in 1966-67.
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II.

I11,

1v,

A .

VI.

VII.

VIII,

SAN BERNARDINO VALLEY COLLEGE

Divigsions and Departments

Division of Business and Econormics

#. Accounting and Data Processing

B. Marketing

. Secretarial and Office Management
Business Management

. Economics

o0

Division of Engireering and Aplied Science
A, Engineering

Division of Humanities

A, Art
B. English
1. Speech

2, Journalism
C. Foreign Language
D. Humanities
E. Music

Library Division

A, Department of Reference

B. Department of Classification Cataloging
C. Department of Circulation

D, Department of Audio-Visual

Division of Life Science

A, Biology

B. Botony

C. Home Economics
D. Horticulture
E. Nursing

F. Zoology

Division of Mathematics and Physical Science

A, Astronony
B. Chemistry
C. Geology

D, Mathematics
E. Physics

Division of Physical Education
A. Men's Physical Education
B. women's Physical Education

Division of Social Science
Anthropclogy
Geography

History

Political Science
Philosophy, Psychology
Public Protection

TTmMOO® >
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SAN BERNARDINO VALLEY COLLEGE

Divisiongs and Departments (con't)

IX, Division of Technical Training
A, Automotive
B. Aeronautics
C. Electronics

X. Division of Telecommunications
A. Production
B. Engineering
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SAN BERNARDINO VALLEY COLLEGE

MEMORANDUM (Relensed: June 19, 1859 )
To All Certificrted Parsonnel

From: H, J. Shefficld

Subj Duties and Conditions of Employment of Division and

sportment Heads ond Coordinators. ~nd proposed
RESPONSIBILITIES OF TEACHERS,

Items I, I, I, and IV have been approved by the Bozrd of Trustees. Item V
is suggested, is probobly quite incoraplete, =2nd contrins explonatory paregraphs.

I

CHAIRMEN OF DIVISIONS

Chairmen of Divisions act as ngents of the college administration in corrying
out detnils of the instructioncl progrom.

Specific Duties:

1) To assist in determining community ~nd student needs, in org=nizing
curricul:, and in evrlucting instruction in d2y =nd in evening classes.

2) To prep re schedules of the dry ond avening closs offcrings that have
been suggested by departments or cdministration and that have been
approved by the cdministration.

3) To coordinate budgets for departinents within the division.

4) To assist in datermining instruction:! policy by sarving on the instruc-
tional council of the college.

5) Chairmen of Divisions, togethar with other administrative personnal

designated by the President, cre membears of the ADMINISTRATIVE COUNCIL..

....... (Added by cction of the President to ~pproved Bonrd policy. )

Conditions of Employmant:

1) Chairmoen of divisions shall be appointed annuclly by the President of the
College.

2) They shall serve for one yecr but may be reappointed.

3) Chairmen of divisions sh:il receive ndditional compensation in the
=“mount of $30. 00 for erch month of employment. When the duties of the
office require time beyond thot normolly expected of 4 full time teicher,
they shall be reclieved of such proportion of tencher load as may be
determined by the Precsident of the College.

4) Chairmen of d:visions arc cligibls for summer session employment when
neaded and for 3 hours weekly of Extended Dy employment when needed
(or for 6 hours wackly for onz semostar.)

DEPARTMENT HEADS:

Department heads act os spokesmen  for 1l instructors in 2 departmant
and reprasent the specinl needs ond interest: of the department.
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Specific Duties:

1) To lead the department in continuous improveme:at of instruction and
courses.

2) To suggest offerings and teacher 2ssignments for dey end evening
schedules.

3) To prepare course dascriptions and r  2zsary requlations pertaining to
coursas teught.,

4) To dctermine instructional nz2cds cnd to suggest budgets for the
departm-nt.

5) To help new teachers {it into the instructional program of the college.
8) Departmental heads, together with administrators designated by the
President, will serve as raembers of the PRESIDENT"S ADVISORY |
COMMITTEE..... (Added by ~ction of the Prosident to appreved Board
policy. )

Conditions of Employment :

1) After July 1, 1959, all department chcirmen shall be appointed annually
by the President to serve during a contract year. They may be reappointed.
2) There shall be no monatary compensation for the duties of department
chairmen. When such duties require tim: beyond that normally expected of
a full time teacher, the chairman may receive such reduction in teaching
load as is determined by the Prasident.

3) Department h2cds are cligible for extended day employment and summer
session employment when their services are needed.

COORDINATORS

Coordinators perform such specific functions as may be ossigned by the
President in supervising the instructiontl program.

Specific duties:

1) To serve 23 2 two-wry communrications link between the assigned activity
and the college administration,

2) to orgonize and diract the assigned activity.

3) To act as leader of ~1l personnel assigned ic the particular activity in
the constant evaluntion =nd improvement of the ~ssigned job.

Connditions of Employment.:

1) Coordinators sh.ll be nppointea annu2ily for such 2 number of months as
their services may be needed.

2) They shall serve during o controct yerr mnd may be reeppointed.  There
shall be no additional compens~tion for coordinn~tors. When such dutics
recuire time bayond that normally expected of 2 full time teacher  the
cocrdinator moy reccive such roductions in teaching lead ns may be
determinad by the Pr :sident.

3) Coordinators :re eligible for Extended Doy cmployment nnd summer
session employment when needad.
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SAN DIEGO JUNIOP COLLEGES

SAN DIEGO CITY COLLEGE

DEPARTMENT CHAIRMAN 1 (Junior College) - four to six teachers
DEPARTMENT CHAIRMAN II (Junior College) - seven or more teachers

A. Primary function: Coordinates ti:e program of a junior college
department and performs liaison duties
between the department staff and the
administration.

B. Major duties: (In addition to a regular teaching assignment)

1. Has leadership responsibility for c>ordinating the day aud evening
program for a department.

2. Assists the dean in recommending the selection of new teachers
(contract and hourly), preparing the master schedule for the
department, and supervision of the instructional program of the
college.

3. Works wit. subject-field committees on curriculum development, new
course outlines, librar— *:ook recommendations, instructional
material needs, textboo). adoptions, and catalog revisions.

4. Assists in the orientation of new teachers (contract and hourly)
assigned to his department.

5. Works with the dean of students on the advisesment program for
continuing students in the department.

6. Plans and conducts depavtment meetings and attends division meetings
of department chairmen.

7. Provides leadership in the long-range planning and program evaluation
for the department.

8. Prepares capital outlay and supply requests, maintains department
supply accounts and current balances.

9. Assists the Director of ti:e Evening College in planning, developing,
and improving the instructional program of his area in the Zvening
College, including determination of offerings, assisting in selection
of teaching personnel, and sexrvice as a resource persor for evening
instructors in all instructional matters.

C. Other duties:

1. Handles correspondence addressed to the derar-ment 9r emanating trom
the department.

2. Assists the director of the summer school program by planning coi rse
offerings.

3. Coordinates the use of community resources by the department.

4, Assumes overall responsibility for equipra2nt anu materials assigned
to the department.

D. Supervision exercised or received:

Under the direction of the appropriate dean a. ifor coordinator supervises
(non-evaluative) the memoers of the department. Supervises such nom-
teaching staff assigned to the department.
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SAN DIEGO MESA COLLEGE
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) SAN D
SAN DIEGC CITY SCiCOLS IEGO MESA COLLEGE

Persoancl Division

POSITION DUSCRIPTICH

Position Title:
Departuent Chairwan I (Junior College*)
\~§~ ~ s

tricf Doscription of Tosition: and 7 or more
Coordinates the projrain of a junior collecpze depariment ol four to s.x to-chers,/

and periorus licison duties between the dopariment soe.d and tue aduiniscration.

Ln..‘lor DULi S
In aadition to a rejular teaciiag cssigament

bad

"-

1. Hlas leaderslhip Lcenorsibi ty Zor coordinating the ccy and cvening sroora:.
for a departmeat ol four to six contract ceachers and sucn aourly teacuin?

staff as may be 65515ned courses ia nis department.

2. Assists the dean in reconmiending the scliocticon of new teachcos (centrace
and hourly), prepaving the master sciicdule for the cepartment, and supar-

vision of tne instructional program of the coilege.

3. Wourks with sudject-field committees on curriculun cevelosient, new course
outiines, library book recomme.dations, instruciional maierial needs,
textboox adoptiouns, and catalog revisiows.

4. Assists in the orientation of new tcachers (contract and hourly) assigned
to uils dcpartuent. .

5. Works with the dcan of students on the adviscment program for continuing
students in the dcpartaent.

6. Plans and conducts departmernt meetings and aitends divi.ion mectings oi
deparituent chairmen.

7. Provides leadership in the long-range planning and program evaluation for
the department.

8. Prepares capital outlay and supply requests, maintains departmo.c suppliy
accounis and current bzalances.

9. Assists the Director of the Eveniang Co.lcze in p.anaing,
improving the imstructional srogram of his area in the Evcnln Coilege,
including deteraina: on oi oiferinZzs, assisting ia selcction of teacning
personnel, and serg:gg_as a resource person for evening instructors in

all instructional matters.

v
:J

Other Dutics:
1. Handles correspondence addressed to the dcpartm;n; or emaunating from the'
departument.

2. Assists the director of the summer school prograw by planning course
oiferings.

3. Coordinales the use of coucunily resources by the departweat.

4. Assunes overall responsibility fer ecuipment and materiais assizned to

tne ¢ parti.cal.

o1

Supervisinon Tx2-cised o Received:
Unaer the wirection of the appropriate dean and/or coordinator; sunerviscs
(non-evaluzlive) the members of the dep.ciuent. Supervises such aon-tcasiing
stalf assipuced to the department. -117-




o
Position Descrintion
bepartuent Chairman I (Junior College)

i 2revious Fxpericnce Rocuired or Desirabies:

Junior college teaching.

Desiravle Porsonal Qualities:
Those of a competent and expericnced teacher. Must have lezdersihi
and organizing skills, an! a conscient:ious attitude toword his res
as a part of the total cclicege program. (Depariment chairme:. arc Led L
their colleagues and appointed by the coliege president, with the a.provai of
the Assistant Suverintendent for Zost Lizh Scliool Educition.)

Education and Credential Reguired or Desirchie:
Required: Aay junior colleze teaching credential.
Desired:  Administrative credential.

*Applies to day colleges oaly. Evening college has no department chairman.
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CITY COLLEGE OF SAN FRANCISCO!
|

CHAKRT OF ORGANIZATION--DIVISION CF INSTRUCTION

Co~ordinator of Technlcal~Terminal Instruction

Co=ordinator of I[nstructlion

Ceans of Instructlon

Oepartaental Representatives

.

Departments of [nstructlon

(*n Charge of
Dre Luckmann)

Lrt
Astronoay
Chealstry
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RESPONSTBTLITIES OF THE CO-ORDINATONS AND
DYANS OF THE DIVISION OF INSTLUCTION

The Co-ordinator of Instruction and the Co-ordinator of Technical-
Terminal Instruction are directly responsible tc the President and are chiefly
concerned with the crganization, administration, and supervision of the
instructional proy,ram. The Deans of Instruction help the Co-ordinators
administer this program.

The principal rosponsibilities of the Co-ordinators and Deans of the Division
of Instruction are as follows:

‘ 1. Supervising the development of curriculums and courses
2. Evaluating instruction, including grading stsndards and practices

3. Conferring with administrators and instructors of other schools and
with the faculty of the College in order to maintain equivalence of
content in lower-division courses and to maintain academic standards
in these courses

4o Maintaining liaison with business, industry, labor, the professions, and
civil service in organizing and developing semiprofessional
curriculums and placing graduates of these curriculums

) 5. Reviewing requests for approval of textbooks, supplementary books,
syllabi, and principal supplies io be required of students

6. Exercising general supervision of the library and the audio-visual
aids service

7. Assigning instructors to departments and courses
8. Prepering the Schedule of Courses (time and room schedule)

9. Scheduling final examinations

10. Keeping a current file of course outlines in the office of the
Divisien of Instruction

11, Taking part in the selection, orientation, and evaluation of the
teaching staff

12. Obtaining and supervising substitute instructors
13. Supervising preparation of the sections of the College catalogue dealing
directly with instiuction, and exercising general supervision of the

publication of the College catalogue

14. Planning and conducting departmental meetings

15. Developing publications explaining the instructional program

16, Reviewing departmental budgets

o . -118-
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Maintaining articulation with high schools, stato and private
colleges, and universities

Co-operating with Bay Aroa universities aad colleges in training
student teachers

Helping to discipline students guilty of purely academic violations

Determining under what circumstances students may defer taking courses
required by the College

Determining under what circumstances students may audit courses

Supervising preparation of plans for the Commencement Observance and
Awards Aszembly

RESPONSIBILITIES OF DEPARTMENTAL REPRESENTATIVES

The departmental representative is the immediate supervisor of his department.
Instructors are requested to consult with him first concerning matters affecting
their department., E£ach departmental representative is respongible to the Co-
ordinator or Dean in charge of his department. (Departments and Co-ordinators and
Deans in charge are listed on page 18.) 1In carrying out his principal responzibili-
ties, the departmental representative --

. Helps develop end revise curriculums and courses

. Helps select textbooks and other teaching materials

1

2

3. Helps select and orient instructors , §
4

. Helps supervise and evaluate instruction. In most departments, in
connection with this duty, he acts as liaison officer with the Director |
of Testing, Research, and Guidance in order to determine standards for .
admission to certain courses and to evaluato the progress of students
in these courses.

5. Determines the following in conjunction with the Co-ordinator or Dean
in charge: the courses to be offered by the department, the number
of sections in each course, changes in the scheduling of sections

6. Assigns and reassigns students to courses and sections

7. Precpares instructors! teaching schedules and submits them to the
Co-ordinator or Dean in charge

8. Files current outlinas of courses with the Co-ordinator of [astruction

9. Prepares the budget fer equipment and supplies needed by the department
and submits the budget to the Co-ordinator or Deap in charge

} 0. Assumes re-~ponsibility for the proper use of equipment and supplies

1l. Keeps an up-to-date inventory of equipnment used in the department and
gives a copy to the Co-ordinator of Educational Management

-119-
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12. Advises students who need speciel information in their major fields

13. Assists in developing administrative policies for the College through
his membership in the President's Council

1l4. Helps develcp publications explaining the instructional program

15. Helps the Co-ordinator or the Dean in charge maintain liaison with
ccunselors and with other schools

16. Acts as departmental liaison officer with the Director of Placement
and also with employers and labor organizations if the department
offers semiprofessional curriculums

17. Helps plan and conduct departmental meetings
18, Prepares departmental copy for the College catalogue

19. Helps the Co-ordirator or Dean in charge obtain substitutes or
otherwise care for classes when instructor~ are absent

20 Files semiannually with the secretary to the President, for
transmittal to the Co-ordinstor of Educational Management, a list
of the textbooks.and principal supplies required of students in the
courses offered by the department .

Q -120"'




SLIanNLs

UCSJ3d AWES geue

=l
(&)
23]
-l
=
o
(&
< - -
Mm 2# °3ed 295 ‘uorjeziuedap Jo TTE3Iad JO4
€3]
(=)
-4
-
W) soTjeuayIeH
mw pue Burasaurfuy |
S5USTOS 1€7905 | -
M _ st S o 99UaT 08 9317
I | sJs33o7 pue sjay <
-AM 203§ xoom[_l = m.. —| 99uaTdS TedTsAug |
juaujredag Jurssasoay m rl;x‘ SuoTamoTimmEos ]
P ——— eBiRQ SSauTsSng ‘ueuaTEyY) a
SOUTALDS | TSTIESRPE SATINS m ECEY mn:wwmwwmww
) SSeTISNG [EJaU —
TS —I v E IG5y #24S9T19TUIY -TJ3S$TQ pue anoﬁﬂmﬁm; W
padotaasg -ejaodsueay uorieyoossy | Jo Jo303a1q@ anaUO I 1EINDE = s nuuuoewuwnoMoo
.on 03 — ~ TAUUOrIIg Tl 3Uapnasg Ted1sAug » YITeaH remi T :MMWHmnw
$40T3duUnyg ﬁ mco«umu&o—l, —
Sursany |
FuraTacay B < ,unocasy s9x83q @jeTO0SSY cw.uuw Teuoyaeooyl %
_M\Wocmcwu:amtﬁll pue SUTSeYOaTy I0T3381Q TedTuUudal - J039pUTG :
-
[T troakes |- # ~ \
CLOY 1 Fu: - t
Suresasoag wqw SUOY s¥uidy 1eUudI<azd -————— JO J03BUTPJOC,
103 ucuuu«no<a DI ALUPURYUT TR pue Jurseuoang 8at3uncooy | 1
Jo Jc3daaig 4 JueysTSSY I9) ueasTETY 80[3TATIOY —[  ga®a3sT30y | [ @BST10) BuTuaag pue
L 2 2 2 ] [ 4 L
2uepnis - JIWUMg jo J0393Jarq
Jo ao3daarq ~ *e#eUSWON 3O cdon_ ﬁ\‘ —=an [Twuteq wumwoonnx._q
_ g saersosey | |
~|||||I¢ $3UapN3S JO ueaq | L. _ UOTIdhIISUT JO uEI(q|
_ $397AJ3S TeBUOT3EdNOY | h‘mwo«>hwm Ayiunuwo)
Jedeu ssoursng | N UapISadd 91 DUE A |
-3Juspusjutasdng jues wua< JuepuajurIedng JueIsIsSSy
L
Jue38TSSY 7 Y
SATIRIISTUTUPY JUIPT saa] ~quapuajuTIAdng

T

$2938SNJY JOo paeng

30TIISTQ AFITTO) JOTUMPL eIT3Q UTnbBLp ueg JO SIX039913

Aruitoxt provided by Eic:

Q
E

r
.
3
3




SAN JOAQUIN DELTA COLLEGE

Division Chairmen

Responsible to the Dean of Instructionm,

Duties: Division Chairmen are responsible :.r the programs of imstruction in
their division. Areas of responsibility involve planning, organizing,
staffing, directing, coordinating, reporting and budgeting. Division
Chairmen shall:

Assume leadership in curricular development, evaluation, interpretation and
revision;

Participate in the selection of instructors;

Determine, in conjunction with the Dean of Instruction, the number of sections
to be established in each of the courses offered by the division;

Assign instructors, including the preparing of schedules;

Be responsible for submitting up-to-date outlines for all courses to the Dean
of Instruction;

Prepare the division budget for equipment and supplies;

Be responsible for the proper use and safeguarding of equipment and supplies
assigned to his department;

Work with counselors in advising students who need special information in
their major fields. Act as a liaizon person between students and instructors
in regard to grievances;

Participate in community organizations having direct influence on, and applica-
tion to, the subject areas in his division;

Review and recommend textbook seiections and work with the Library and book-
store on related matters;

Liane oo o

Handle substicute requests for the division;

Stimulate ways and means for impzovement of instruction within the division;
preliminary evaluation of new instructors in diviaion;

Work closely with employers and the college placement office on student
placement, part-time and full-time;

Stay current on transfer requirements to four-year colleges and universities;
Interpret college district policies to instructors;

Help maintain a high staff morsle:

Work with registrar on catalog offerings and changes;

Instruct students;
Maintain office hours;

Submit annual report for the Divisicn to the Dean of Instruction. (To ba
incorporated as a part of the President's Annual Report.)

Q ~122.
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SAN JOSE CITY COLLEGE

Responsibilities of a College Department Chairman

+. ilc snail ve responsible to the Dean of Instruction for efficient and
- e’leciive functioning of the teaching service in his instructional
degartment.

to

Iie shall prepare the preliminary Semester Schedule for his depart-
ment.

iie snell prepare job specifications and desirad qualifications of
new instructors for his department, and shall participate in the screen-
inZ and scelection of applicants.

2

He srall participate in the evaluation of instructors in his department.

o

9. ai& shall prepare and submit requests for consideration in the develop-
ment of the annuai budget, and shall be responsible for budgetary
expenditures and coairols within the allocations to his department

for both Day and Extended Day programs.

6. He shall be responsible for the maintenance of inventories of supplies
and equipment allocated to his department. and shall insure proper
maintenance and use of all materials and iacilities of the department.

7. He shall coordinate the teaching services of his department in Day
and Extended Day programs, and shall be responsible for the main-
tenance of collegiate standards of instruction in the department.

8. He shall exercise leadership and direction of in-service programs for
maintenance and improvement of the quality of teaching service in his
department.

9. He shall meet periodically with the Day and Extended Day instructors
in his department, and shall represent it in inter-departmental
meetings to coordinate instructional service, use of facilities or
equipment, and cooperative teaching assignments.

10. Ie shall insure the continuity of instruction by arranging for substitute
service for Day instructors in his department who may be absent.

11. He shall be directly responsible to the Dean of Instruction for the pre-
paration o requests for grants-in-aid that will improve the effective-
ness of instruction in nis depariment. :

12. ile will stimulate analysis of instructional needs that may lead to
curricular change in his department, and shall be responsible for
tne preparation of requests for discontinuance or modification of
existing courses or programs and the institution of new ones.

13. He shall be responsible fcr assignment, training,. and evaluation of
student teachers in his department.

14. He shall perform other duties as may be assigned by the Dean of
Instruction or the President. =124~
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College of San Mateo 2.25

2.25 Division Chairmen

Szlection

Subject to approval by the Board of Trustees, Division Chairmen will be ap-
pointed by the Superintendent, They will seive as line officers and will be di-
rectly responsible to the Directcr of Instruction, the Director of the Evening
College and Surmer Session for furctions under the respective jurisdictions of
these administrators.

Duties and Responsibilities

a. Organize, develop, supervise, coordinate, and evaluate the instructional
programs of their respective divisions and recommend revisions.

b. Assist the Director of Instruction and Director of the Evening College
in developing requirements and qualification specifications for personnel
in their divisioms.

¢ In cooperation with the Coordinator of Personnel, screen applicants for
positions in their divisions and, jointly with the Coordinator of
Personnel, the Director of Instruction, and the Superintendent, interview
applicants and select the best qualified for recommendation to the Board
of Trustees by the Superintendent.

d. Supervise the work of instructors in their divisions for the purpose of
continuously improving the quality of instruction.

e. In conjunction with the Coordinator of Personnel and the Director of
Instruction, work with probaticnary faculty members, evaluating their
- teaching performance and qualifications for ultimate permanent retention.

f. With the Director of Instruction and the Director of the Evening Coliege
and Summer Session, develop projections of divisional growth and staff
changes and additions within their divisions.

g. In cooperation with the Director of Instruction, develop schedules of
classes, make teaching assignments, and equalize teaching loads within
their divisions.

h. 1In cooperation with the Director of the “vening College and Summer
Session, develop schedules of classes for Evening College and Summer
Session and make teaching assignmants within their division.

i. Eacourage the fullest use of Library facilities by their divisions. In
cooperation with the Coordinator of Library Services order books, peri-
odicals, and audio-visual materisls. Preparc iists of titles for re-
serve ci.culation.

2.25 (CQ. fa, g., & ho) - ReV. 66"67 [contin“ed]
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. 2,25
College of San Mateo {Continued]

j. Provide the Director of Instruction with current curriculum guides and
with lists of texts and other materials to be used within their respec-

tive divisions.

k. Recommend to the Director of Instruction, Director of the Evening College,
and the Committee on Instruction curricular changeas for their divisions,.

1. Assist the Director of Student Personnel in interpreting curricular
offerings to high school students.

m, Prepare with their staffs the annual divisional instructional budget in-
cluding equipment, supplies, repair and maintenance requests and request
these materials and services through the Director of Imstructior.

n. Submit to the Coordinator of Personnel lists of persons qualiiied to
serve as substitutes in specific courses, including College faculty ard
persons not on the College staff.

0. Assist in planning for new construction.

p. Prepare administrative and financial forms for teacher attendance, sub-
stitutes, sick leave, student assistance, and, where applicable, NDEA
and MDTA applications and reports.

Teach a minimum of three hours a week in the classroom.

B A e A R st A A A A AR D adedi i ottt At des st ittt Lo b e

f Rev, 65-66
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Sanita arbany Caty O Heve
CLAf Drive ar Leadbetrer Drive
Santis Barbara, Catiforms

ti.  Division Chairmen
. Appointment:

a. Divisions requiring chairmen shall be decided by the Administration of the Collage, with the ap
proval of the Superintendent-President. The total division and/or department shall elect two cand.
dates (when possible), che of whom shall be selected by the administration for the pasition.

b. The Superintendent-President shall recommend appointment of division Chaitmen far five yea:
terms, subject to approval by the Board of Trustees. As 3 general rule, only permanent instructors
shall serve as chairmen.

¢. Staggered terms shall be the practice so as to preserve continuity.

d.  Appointments shall be made in the Spring {April I) prior 1o the new term which is to begin the
foﬁowing September 1.

2. Division chairmen shall be responsible to the Superintendent-President, Administrative Dean, Instruc
tion, Administrative Dean, Student Personnel, and Director-Administrative Dean, Adult Education for:

a. Chairing division meetings

b. Assisting in defining division needs.

c. Assisting in selection of personnel as requested.

d. Assisting in orienting new personnel with respect to course content, texinooks, rules and requlations,
and philosophy of the college.

e. Assisting in preparation of schedules of classes.

f. Assisting with college budgetary matters, and preparation of monthly and annua! requisitions.

g. Assisting in improving the total instructional program within the college

h. Preparing such reports as requested.

i.

Participating in the evaluation of probationary instructors.
i- Performing other duties as assigned.
In sufficiently extenuating circumstances, the College administration may a‘range clerical assistance for

division chairmen, subject to approval by the Superintendent-President.
3. The Division Chairmen Committee is one of the cominittess of the Academic Senate.




COLLEGE OF THE SEQUOIAS
Visalia, California
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HEADS OF DIVISIONS

Divisional heads are appointed by the President
and hold office subject to reappointment. Within the
organiaztion of the college, they act, within their
special areas of concern, as advisors and consultants
to the administration.

The following duties, responsibilities and obliga-
ticns are designated and assigned in both the regular
day and extended day programs:

I. GENERAL/PROFESSIONAL

A. To assume leadership within the division in the
cultivation of positive, active and creative at-
titudes on all educational matters and concerns

B. To act a3 liaison between administration and
divisional staff members relative to divisional
and or departmental functions.

C. To interpret to their divisional staffs the phil-
osophy of the college and to assist in the im-
plementation of this philosopny through the
curricula and the instructional program.

D. To advise their divisional staffs of administra-
tive policy and to conduct the activities and
programs of their respective divisions within
the framework of that policy

E. To foster coordination and mutual understand-
ing among the divisions of the college.

F. To assist in the administration of a prograrn of
continuing, on-going professional growth with-
in their divisions.

G To foster democratic proredures within the
division and in the classrcom

COLLEGE OF THE SEQUOIAS

H. To represent the CO”PgP 10 the COMnBUIIly and
the district 1n a professional capacity and 1o as
sist in interpreting the college program and
services to the community ard the didriet o
all public relations matters and cancern

Il. ADMINISTRATIVE

A To organize and hold divisional meetings when
ever necessary; and to keep accurate imingtes
of such meetings

B To bring to the division fur recommendation or
action problems and proposals as requested by
the administration; to bring to the attention of
the administration any problem for recommend.
ed action or rernedy that 1ay in any way
pair the program of the college.

C. To appoint study or rescarch committees with.i:
the divisicn whenever deemed advisable an!
to report the aclivities, {indings and recom
mendations of such qroups 1o the adiministra
tion.

D. To co-operate with the Council of instructors in
any study one of its sub-commitices may be
making toward ‘he solution of any problem
that will mutually benefit the staff, the student
body, the college and the communmty or un
prove the services of the :cllege 1c the com
munity and district

E. To assign or delegate specific duties or respor
sibilities as neercled ar denvanead  aithir, the
division.

F. To coordinate the duties and specific responsibili-
ties of departmental chairmen f membership
and or size warrants such positions withii: the
division.

G. To complete and subinit reports requested by
the administration and to maintain adequate
divisional records as requected; to assist and
advise their staff members in the completion
and submission of official records

H. To assist in the preparation ot the annual bud-
get and to aid in the supervision of the divis-
ional budget through review of requisitions,
and to act as adwviser to the administration in
the purchase of technical or instructional mater-
ials or aids requested by therr area, keeping n
mind that expenditures should aim for the
greatest educational value and the wisest ysr
of public funds.

I. To maintain equitable distribution ot equipment,
materials and supplies to all staff members
and to insure proper storage and security of
such.

J. To assume responsibility for the divisional
equipment and supply orders

K. To complete, with the assistance of divisisnal
members, the annual inventory of all division
al equipment and supplies

L. To aid in the management and development of
the physical plant, as it apoles to their arca,
maintaining 1ts security, recommending for its
maintenance and repair, and proposing and
advisii-g for its modification ar enlargemen* f
necessary 1o meet instruchional needs




HI. INSTRUCTIONAL

A

To be permanent members of the Curriculum
Committee.

To bring to the divisional staff statements and
interpretations of student characteristics as de-
termined by the administration which may pro-
vide the basis for curricular changes and re-
visions, more adequately suit the needs of a
changing student body, and improve the
quality of the educational effort.

To recommend to the dean of instruction the
sequence of courses comprising a curriculum
and to aid In its coordination should other di-
visions be involved.

To serve when requested in liaison with other
member colleges or with lay or advisory com-
mittees of the community or district to ensure
the continued validity of the college program.

To assist in curriculum development, organiza-
tion and evaluation.

To delegate responsibility for all divisional
courses of study, their explication, their depo-
sition, and their revisions.

To assist in the supervision and coordination of
all courses in their area.

To stimulate and encourage the improvement
of teaching techniques, devices and methods
within their areas. '

I. To assist in the consideration and selection of

textbooks used within the division, and to
recommend to the administration the adoption
of texts and other instructional materials; by
the same token, to recommend the discontinu-
ance or change in the use of texts.

J To aid in the maintenance of grading standards

K.

and recommend practices, policies and pro-
cedures in this regard.

To aid in the formulation and administration of
adequate testing programs, for both placement
and evaluation purposes, within their areas;
this may include designating test materials and
assigning proctors.
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To assist in the formulation and cdevelopment of
the serrester schedule of classes and o srees

IV. PERSONNEL

A

To assist in the deterrmaation of faculty withi,
the division by indicating the skills, specialtes
or subject matter areas needed to maintan a
well-qualified staff and to trmest the on goirig
programs of the division

To advise the dear of instinction an the selee
tion ard retention of divisional persannel, re
ognizing that final judgment rests with the
President

To ass:st the dean ot instruction in the super
vision and evaluation of probationary persor
nel.

To identify the services divisionai perscnriel
are expected to render, to assign any addition
al divisional activites which may rlevelop
throughout the college year

To provide and ensure adequate orientation tor
new staff members; to assist in the formula
tion and administration of in-service programs
to insure professional growth

To advise on the assignment of divisional per
sonnel to secure maximum use of theirr skiils
and specialties, and to recormmend to the dean
of instruction any changes in teaching assiqr
ments insofar as such changes would enhaice
the quality of the effort

e e e oY e e

et bt
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SHASTA COLLF.GE

DIVISION CHAIRMEN

II. Duties and Responsibilities

Working cooperatively with the Deans of Instruction and the Dean of the

Evening Division, division chairmen are to assume the leadership and

the responsibility to promote, organize, coordinate and develop the pro-

grams of their divisions, fulfilling these functions:

l.

2.

10.

11,

12.

Devise mear's of evaluating and improving instruction.

Assist in the selection and assignment of new instructors and assume
the obligation to see that each has proper orientation to his duties and
obligations.

Assist in the evaluation of instructors.
Help the Deans of Inatruction and the Dean of the Evening Division in

maintaining a list of teachers that may be available for substitute work
in the division area.

. Work with the Deans of Instruction and the Dean of the Evening Div:sion

in organizing division teaching and room schedules for inclusion in the
master schedule.

Work cooperatively with the Guidance Staff , through regular meetings,

in communicating and forwarding the understanding of the curriculum of
the division as it relates to the characteristics and needs of community
college students.

Consult with the Dean of the Evening Division and make recommendations
regarding the staffing of evening classes and assist in the orientation
and supervicion of evening instructors upon request of the evening Dean.

Serve as liaison between the :;4ministration and members of their divisions
by attending curriculum and orher meetings.

Assume responsibility in regard to community relationships as they pertain
to the division.

Coordinate the division vudget, both supply ard capital outlay.

Assume other assignments which their position and the Administration
require.

Serve as instructors.
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1.

Procedures

1.

2.

3.

10.

11,

12,

13.

14.

15.

Hold division meeting at least once a month.

Maintain reqular office hours for consultation with members of their
divisions.

Maintain instructor evaluation schedule: the first formal evaluation
session to be held prior to Tharksgiving Vacation; the second, by

March 1.

Begin visitations of new staff menbers during the second week: of
school and complete the initial visitations at least one week prior to
Thanksgiving Vacation.

Have orientation meetings with new members of their staffs and assign
members of their divisions to act as helpful guides during the opening
days of school.

Introduce new staff members not only to the policies and procedures
of their divisional area but also to the philosophy and procedures of
the total enterprise of the College.

Submit the names of possible substitute teachers to the Dean of Instruction
by September 20.

Distribute minutes of their divisions not only to their members but also to
all members of the Curriculum Committee .

Attend regularly the monthly meetings of the Curriculum Committee.

Make arrangements that will enable instruccsrs to visit classes of succes-
sful teachers.

Bring professional literature 54 in-service training opportunities to the
attention of division members,

Work closely with individual instructors to see how well each is doing

with the students under their supervision: i.e., inspection of student
progress (test scores, surveys, etc.).

Inspect occasionally teacher-made examinations and other course materials
to determine their effectiveness in fulfilling the goals of courses, as stated
in course outlines.

Keep the course outlines: up-to-date and in file in the office of instruction,

Analyze occasionally the pattern of student grades to determine erratic
arading, halo, otc,
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Iv.

16. Observe casually, but critically, the instructor as he is engaged in
school activity outside the classroom.

17. Organize, whenever appropriate, advisory committees to helg further
the educational program of their divisions.

18. Arrange meetings, whenever appropriate, with the guidance staff to

further understanding of the curriculum of their divisions as it relates
to the characteristics and needs of community college students.

Lenath of Appointment ’

Appointment will be for the school year 1966-1967.

Compensation

A iime allowance of 1/6 of their teaching assignment plus remuneration of ;

$500 a year shall be given them for assuming the leadership and responsibility 1
of their divisions. The time allowance may be adjusted according to the scope

and requirements of their divisions.

Len of Service During School Year
The length of service is the same as that of instructors except for one week
additional, which may be either before or after school opens or closes depending

on the demands of the position. Arrangements will be approved by the Dean of

Instruction.
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SOUTHWESTERN COLLEGE

DUTIES OF A DEPARTMENT HEAD

Under the direction of the Division Chairman-

1.

i

Assists the Division Chairman in the conduct of divisional affairs.

Acts as a liaison between instructors and the Division Chairman.

Informs the Division Chairman of instructor and departmental needs.

Conducts departmental meetings; directs continuous departmental review and |
evaluation of the department's instructional progrom; and coordinates preparation

of departmental proposals for curricular change and instructional innovation.

Prepares tentative departmental schedules of classes for presentation to the
Division Chairman,

Coordinates preparation of course outlines and catalog material for the department.

Cooperates with the Division Chairman and the Office of Instruction in arranging
for class coverage in the absence of regularly assigned instructors.

Assists in the selection of textbooks and recommends their adoption.

Processes equipment and supply requests for members of the Department.
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SOUTHWESTERN COLLEGE

DUTIES OF A DIVISION CHAIRMAN

Under the direction of the Dear: of Instruction:

1.

10.
11.
12.
13.
14,

15.

16.
17.

Assists the Dean of Instruction in the planning and conduct of the instructional
program of the College.

Conducts divisional meetings; directs continuous divisional review and evaluation
of the Division's instructional program; and coordinates preparation of divisional
proposals for curricular change and instructional improvement. '

Advises the Dean of Instruction regarding divisional needs.

Recommends the appointment of department heads for the Division and directs
their activities.

Acts as a liaison between the departments of the Division and other elements
of the Coilege.

Coordinates the preparation of proposed catalog materials pertaining to the Division.

Prepares tentative Division class schedules.

Directs and supervises the preparation of divisional, departmental, and instructor
records and reports.

Processes equipment and supply requests for departments ci the Divisior:.
Coordinates divisional ordering and use of library and audio-visual materials.
Assists in the selection of textbooks and recommends their approval.

Assists in the selection of new contract or hourly instructors,

Maintain: and directs divisional programs for orienting and assisting new instructors.

Assists in the evaluation of nrobatiznary and hourly instructors.

Assists the Office of Instruction in arranging for class coverage in the absence of
regulariy assigned instructors.

Promotes and assists in the organization of advisory committees.

Performs other duties as assigned.
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VENTURA COLLEGE 1966-67

L. Division Chairmen

Under the direction of the administrative dean of imstructiom, assist
in the development and supervision of the college instructional
program. Representative duties are:

(1) To make and submit the schedule of classes to the administration
dean of instruction for .inclusion in the official class schedule;

(2) To make recommendations to the administrative dean of instruction
regarding changes in existing courses of study, elimination of
old ones, or the addition of new ones for day, evening, and

summer programs;

(3) To make recommendations ¢co the administrative dean of instruction
for textbook adoptions or deletions;

(4) To make recommendations to the administrative dean of instruction
regarding college curriculs, including proposed additions,
deletions, or changes;

(5) To make recommendations to the administrative dean of instruction
for course prerequisites and sequence of courses as required by
adopted curricula;

(6) To make recommendations through the administrative dean of
instruction to the president regarding selection of new teachers,
the evaluation of division faculty (especially probationary
personnel), and considerations of teaching load for day, evening,
and summer programs; ‘

E (7) To prepare a budget for the division and submit ft through the
i dean of day instruction to the business office;

(8) To initiate requisitions for division supplies and equipment
when budget provisions exist;

(9) To cooperate with the - ropriate deans to ensure the offerirg
of appropriate classes, .he maintenance of academic standards,
and the velection of fully qualified teachers;

(10) To cooperate withi the dean of students and his staff in planning
and supervising meaningful co-curricular activities appropriate
to the division;

(11) To be responsible for teacher supervision of all classes within
the division, including evening and summer sessions;

(12) To assist the administrative dean of instruction in the develop-
ment and administration of appropriate in-service opportunities
for divisional staff members;

(13) To raintain daily office hours adequate to permit consultation
with studeants, teachers, and administrators.

(14) To perform such other dutieia!a may Ve assigned.
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Athletics,

11.
12,
13.
14,
15.
16.
17.
18,

WEST VALLEY COLLEGE

2.20 Division Chairman
Selection:

Upon nomination by the Superintendent-President, the board will
appoint the division chairman for a two-year term. He will serve under
the direct supervision of the Dean of Instruction. In addition to the
duties and responsibilities listed below, the person serving as Chairman
of the Division of Physical Education shall also serve as Director of

Duties and Responsibilities:

Assist in evaluation - division staff members.

Assist in screening of new staff members--day and extended day.
Prepare - division budget.

Approve division requisitions.

Plan and conduct division meetings.

Aid in orientation of new division staff m-~"ers.

Assist in preparation of class schedules, both day and
extended day.

Assist in curriculum development.
Help to find substitutes when division members are absent.

Prepare from time to time proposals for grants under federal
or state assistance programs.

Coordinate preparation of course outlines.

Coordination of day, extended day, ard summer school programs.
Assist the allocation of student help.

Allocation of conference attendance funds and aid.

Assist in textbook selection.

Represent division at building needs meetings.

Order desk copies of textbooks for instructors.

Such other duties as designated by the Dean of Instruction.

August 18, 1966 -143-a-
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sSuperintendent

. - .
Af;:nh\ o

YUBA COLLEGE (cont,)
DIVISIONAL ORGAIIZATIOI - FCR INSTRUCTION AMD SERVICES

196¢-67
DIVISIONS and DEPARTMENTS PERSONNEL of DIVISIONS (alphabetical)

ACADPMIC PROGRAM - Ii:STRUCTION.................ALGEO H. BRILL, Assistant Supenin-

Inscructional Programs: ZLendent fon Academ-u: Affains and Vice
DAY ( 8:00 a.m. ~ 5:00 p.n.) Presddent.
SPECIAL EDUCATIONAL SERVICES ELBLRT MILLER, Dean of Adnissions
(Evening, Summer Session, Adult) and Counseling.
Library-Audio Visual Services THOMAS PEPPAS, Dean of Special
Registration-Scheduling of Classes tducational Services.

DAN DILLON, Assdstant to the Tean.
ROBERT STAEHLIN, Head Librarnian.
ROBERT POOLE, AV Dinecton & Ass4is-
iant Librarnian.
ANDREA HAMPSTON (Mrs), Assistant
Pivision Chairmen, named below.
APPLIED ARTS & SCIENCES...ccceesecsscscscnsceess COFSE VAUGHT, Tiivision Chainman

Agriculture Machine Shop Techmology Wesley Allen
Automotive Technology Police Science Robert Barkhouse
Drafting Welding Jack Brierly
Fire Science Russell Freemyers

William Green
Harvey Hallenmbeck
Earl Orum

Edriond Starr

Busmzss.........0.....................OOOCOOOOOCCOJOIE’ DRUASH’ D‘.v‘.‘ion cwn

Business Charlec Barnett Maxine Henrichs (Miss)
Shirley Barrick (iirs) 1laldane Hess (Mrs)
Glenn Beier Edgar Miller
Doris Giamella (Miss) Freda Monnot (Mrs)
William Haeuser Gloria Mullins (}rs)
COUNSELING-STUDENT PERSONNEL SERVICES............ELBERT MILLER, Pean of Admissions
e S 0f4ices of: and -owusmng
2 o7  ADMISSIONS Holbrook Boruck
2 g ©  COUNSELING David Conroy
¢ - o  DEAN OF ACTIVITIES & HOUSING Thomas Larner
> 875  DEAN OF MEN Robert Hognis
€3S 9  DEAN OF WOMEN Robert Rutledge
s _ TESTING & RESEARCH OFFICER Minerva Wootton (lirs)
= Psychology 50, Intzoduction to College

ENGINEERING, MATHEMATICS, & SCIENCE...........GLENN VAN DOREN, Division Chaimman

Anthropology (Physical) Geology Walter Bristol Harold Hunziker
Astronomy Mathematics Robert Buell Robert Ketelle
Chenmistry Physics Thomas Doty John Mahoney
Engineering Physical Science Russell Freemyers Erpest Wettstein
Geography (Physical) Statistics Edwin Haegele Chor Yu

FINE APTS.ceceecccscsccassssccasasssssassesses ALBERT ATTWELL, Divesion Chairman
Art HMusic Gilbert Azama LaVerne Grell (Miss)
Dramatic Arts Philosophy John Bresnahan Lawrence Moorman
Home & Family Living Donald Butler Ruy Sorrels

Doris Gianella (Miss)
Frank Wilicinson
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YUBA COLLEGE (cont.)
DIVISIONAL ORGANIZATION ~ FOR INSTRUCTION AND SERVICES

1966-67
DIVISIONS and DEPARTMENTS PERSONNEL of DIVISIONS (alphabetical)
HEALTH & PHYSICAL ECUCATION,..........cc0v0.....KEX iicDOUGAL, Ddvisdion Chainman
Rygiene Carol Bordsen (ifxs) FErncst !Matlock
Physical Education Gary Enrelken Louis ilenghini
Extra-Mural Calvin Gower Etsuko Yoshinobu (Miss)

Marshall Kreuter
Athletic v utmeni.....Ernest Matlock, Dinecton of AthLetics; Football, Golf
Varsity Sports Program Gary Engelken, Fasebalkf, Football
Calvia Gower, Track, Football
Marshall Kreuter, Tennis, Football
Rex McDougal, Basketball
Louis Menghini, Wnestfing, Inira-Murnal

MUAGE ARTS...........ooooooooooooooooo-oooo.ED"ARD lIALLOY, vJ:VA‘A»{:O” cm’"an

English Russian Corine Andrews (lirs) Robert Hooper
French Spanish Charles Barnett Eda Jameson {Mrs)
German Speech Charles Berrier Donald Meadows
Journalism Jeanine Crandall (Mrs) Thomas Pauly
Peter Evans Roy Sorrels
Riclmond Garrigus Gordon Taylor
LIFE scIm‘cEO..................................ERNEST KRAUSE’ D&’vu‘:on Chamn
Anatomy Physiology - Douglas Adams Johnny Horgan, M.D.
Bacteriology Vocational Nursing Phyliis Arnoldy (Miss) Allan O'Berg
Bioclogy X-Ray Technology Ferne Baker (lirs) William Schultz
Botany Zoology Cornelie Haile (Mrs) Louetta Thom:on (lirs)
Entomology
socm scImcE...................0............uALmR GOTTI‘UN‘D’ ’D&.Va“ron Chamn

Anthropology Political Science Don Johnston Gerald Severeid
Economics Psychology Donald LeFave George Shaw
Education Social Science - Robert Reiter Robert Williams
Geography Sociology
History
S
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Office of Instruction

Chabot College
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TO: Respondents to Questionnaire on Department Heads
FROM: William S. Houpt, Vice President, Allan Hancock College
DATE: January 26, 1966

Thirty-four questionnaires were sent to junior colleges of varying sizes,
and thirty-one were returned. This is not only an example of cooperation on
the part of busy people, but it also indicates that many administrators are

giving thought to this area., I hope the enclosed recapitulation will be of
some help to you,

One part of the questionnaire had to do with items that department heads had
full or partial responsibility:

Full or Definitely
partial partial

1., Plan and conduct departmental meetings 26
2, Prepare departméntal budget 25
3. Approve departmental purchase requests 22 3
4. Recruit and recommend new staff members 11 15
5. Supervise orientation of new departmental staff

members 18 7
6. Evaluation of non-tenured departmental staff members 17 8
7. Prepare departmental proposals for grants under

federal or state assistance programs 13 10

8. Other:

Assist in preparing class schedule (3), assist in assigning
instructors (2), assist in curriculum development and lead
division planning (3), discipline within the department (1),
course outline revision (1), coordinate day, evening, and
summer school (3), allocate student help (2), textbook selec-
tion (2), allocate conference attendance funds (1)
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